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The Brigshaw Learning Partnership Handbook 
 
This BLP Handbook works alongside each individual school’s handbook. 
 

About us 
 

1. Welcome to The Brigshaw Learning Partnership 

Welcome to The Brigshaw Learning Partnership (BLP), particularly if you are a new member 
of staff. I hope this handbook gives you a flavour of what we stand for and how we work, as 
well as providing helpful information.  
 
We are a multi-academy trust, consisting of seven schools – six primary (Allerton Bywater, 
Kippax Ash Tree, Kippax Greenfield, Kippax North, Methley, Swillington) and one secondary 
(Brigshaw High School). All of our schools are located within a few minutes’ drive of each 
other, and have worked closely together for many years. We established The BLP in 
September 2016, building on our foundation as a co-operative trust in 2010, and our ethos 
continues to be based on co-operative values.  
 
Our seven schools are distinctive and different, but have a common commitment to improving 
outcomes and aspirations for children and young people in the communities we serve. Our 
mission statement is “Success and Respect for all” and is underpinned by our core values of 
“Equality, Integrity, Tolerance and resilience”. Our vision and values will be more important 
than ever in the uncertain, challenging world we find ourselves in.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



2. The BLP Strategic Plan  

 
Our strategic plan sets out our aims which will deliver our key mission of: 

“Success and Respect for all” 
 
and will live out our values of:  

 
Equality, Integrity, Tolerance and Resilience 

 
We are aiming for excellence in everything we do. We want to achieve excellent standards 
of education, learning attitudes, behaviour, and personal development. We want to ensure 
our schools provide excellent service and care through excellent leadership and 
management. 

 

 
We keep our planning under review, and identify key priorities for each year. For 2020-21, our 
priorities will obviously be affected by Covid-19 developments but will not be limited by them. 
We will continue to be ambitious, planning for much more than a ‘catch-up’ curriculum. We will 
be planning for momentum in learning and engagement. We will also be prioritising 
collaborative work on key global issues, embracing our responsibility to support equality,  
challenge racism and engage with environmental issues. We will embrace the arts and 
creativity to do so.  
 
So as you begin this new school year, you can look forward to being involved in trust-wide 
projects, working with our children on: 

 engaging with the Black Lives Matter movement 

 engaging with an international Arts and Sporting festival to run alongside the Olympics 

 engaging with  reducing our collective carbon footprint 
 
The rainbow was a key symbol of hope during the pandemic. We see our plans as a rainbow 
of collaborative ideas that will overarch the essential, operational steps we need to take in the 
coming months. The end of the rainbow may move beyond the year, depending on the 
pandemic, but we will plan and build for it all nevertheless.  
 
I look forward to meeting you during the year ahead, and thank you for the contribution you 
will be making to our children’s learning, to your school and to our wider partnership.  
 
 
 

 
Cath Lennon 
Chief Education Officer 



 
 

The Brigshaw Learning Partnership 
Vision “Success and Respect for all” 

Values Equality, Integrity, Tolerance, Resilience 

Aims Excellent Quality of Education Excellent Behaviour and Attitudes Excellent Personal 
Development 

Excellent Leadership 
and Management 

Excellent service 
and care 

Teachers are determined that all 
pupils achieve, inspiring resilient 
learners through a curriculum 
which offers the knowledge and 
skills that pupils need in order to 
take advantage of opportunities, 
responsibilities and experiences 
of later life.  All pupils make 
substantial, sustained progress, 
regardless of their starting point. 

Pupils have excellent attitudes and 
commitment to their education. They 
are highly motivated and persistent 
in the face of difficulties. Pupils 
make a positive, tangible 
contribution to the life of the school 
and our wider community. Pupils 
actively support the wellbeing of 
others. 
 

The curriculum extends beyond 
the academic, vocational or 
technical and provides for pupils’ 
broader development, supporting 
pupils to be confident, resilient and 
independent, and to develop 
strength of character. There are 
excellent opportunities to develop 
talents and interests  

Inspirational leadership, at 
all levels ensures that all 
in our Trust share our 
commitment to creating 
success for all.  

An ambitious 
culture of learning 
ensures that all staff 
and students strive 
for continuous 
improvement. A 
relentless culture of 
safeguarding 
supports all children 
to thrive. 

Stakeholders Our pupils can expect: Our parents and partners can expect: 

to be challenged to 
achieve your full 
potential and achieve 
success in all you do. 

to become 
confident,creative, 
resilient, 
independent and 
life-long learners. 

To enjoy your education 
and feel respected as a 
member of our 
community and able to 
contribute to it. 

We will work closely with you in 
helping pupils to achieve success. 

We will share resources 
and expertise to support 
each other in helping our 
pupils and students to 
work, learn, stay safe and 
grow together. 

Access to high 
quality family 
support and advice 

Enablers Valuing and developing our staff Sustainability 

 To attract and 
retain high quality 
staff. 

 To support staff to 
achieve their best. 

 To create 
opportunities for 
professional growth 
and development. 

 To promote equality of 
opportunity and 
diversity. 

 To develop leadership 
skills at all levels 
including succession 
planning. 

 To create opportunities 
for collaborative work 
across our schools and 
beyond. 

 Efficient strategies for 
financial planning including 
our integrated systems, estate 
and assets.  

 To embed sustainability in all 
we do 

 To ensure effective strategies 
of financial control. 

 Proactive risk management is 
built into the culture of the 
Partnership.. 

Provision of outstanding learning environments that: 

are stimulating, engaging, safe and secure. Enhance a first class learning experience 
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Brigshaw Learning Partnership Governance Meetings 2020-2021 

 Autumn 1: (7/9-23/10) Autumn 2: 
(2/11-18/12) 

Spring 1:  (4/1-12/2) Spring 2: (22/2-1/4) Summer 1: (19/4-28/5) 
May Hol 3rd May 

Summer 2: (7/6-27/7) 

BLP BOARD 
(DIRECTORS) 

Tue 29th  September 
5-7pm 

Wed 9th December 
5-7pm Members’ AGM 

  Tue 23th March at 
Swillington 

5-7pm 

Thu 13th May at ABPS 
5-7pm 

Wed 14h July at KA 
5-7pm 

RESOURCES 
COMMITTEE 

  Wed 2nd Dec 
5.30 -7pm 

  Wed 10th March 
4 - 6pm 

  Wed 7th  July 
5 - 7pm 

PAY 
COMMITTEE 

 Date TBC  
5.00 -6.00pm 

    

STANDARDS 
COMMITTEE 

Tue 13th October 
5-7pm 

  Wed 27th January 
5-7pm 

  Tue 27th  April 
5-7pm 

  

AUDIT & RISK 
COMMITTEE 

  Wed 18th November 
5-7pm 

 Wed 24th February 
5-7pm  

  Wed 15th June 
5-7pm 

CHAIRS/ 
VICE-CHAIRS 

TBC - early October 
6-8pm 

 Mon 18th January 
6-8pm 

 Mon 26th  April 
6-8pm 

 

ALLERTON 
BYWATER 

Thurs 8th Oct 
6-8pm 

Thurs 26th November 
6-8pm 

  Mon 1st March 
6-8pm 

 Mon 10th May 
6-8pm 

Thurs 24th June 
6-8pm 

BRIGSHAW Wed  30th Sept 
6-8pm 

Wed 25th November 
6-8pm 

  Thurs 25th February 
6-8pm 

Wed 5th May 
6-8pm 

         Wed 30th June 
6-8pm 

KIPPAX ASH 
TREE 

Mon 5th Oct 
5-7 pm 

Mon 23rd November 
5-7pm 

  Monday 22nd  Feb 
5-7 pm 

Thurs 6th May 
5-7 pm 

Thurs 1st July  
5-7 pm 

KIPPAX 
GREENFIELD 

Mon 28th Sept 
6-8pm 

Mon 30th Nov 
6-8pm 

  Wed 3rd March 
6-8pm 

Wed 12th May 
6-8pm 

Mon 28th Jun  
6-8pm 

KIPPAX NORTH Wed 7th Oct 
4.30 – 6.30pm 

Thur 3rd Dec 
4.30 – 6.30pm 

  Tues 23rd Feb  
4.30 – 6.30pm 

Tues 11th May 
4.30 – 6.30pm 

Tues 29th Jun  
4.30 – 6.30pm 

METHLEY Thurs 24th Sept 
5.30 – 7.30pm 

Tues 24th Nov 
5.30 – 7.30pm 

  Thurs 4th March  
5.30 – 7.30pm 

             Monday 17th May  
5.30 – 7.30pm 

Tue 22nd June  
5.30 – 7.30pm 
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SWILLINGTON Tues 6th Oct 
6-8pm 

   Tues 1st Dec 
6-8pm 

  Tues 2nd Mar  
6-8pm 

Tues 4th May 
6-8pm 

Tues 6th July 
6-8pm 

 
 

 
BLP Link Governor Support Hubs  
5-6pm at Brigshaw High School 

Performance 
Management 

17 Sept - Perf Mgmt      

Inclusion (PP, 
SEND CLA) 

 Inclusion 12 Nov  Inclusion 18 Mar  Inclusion  10 June 

Safeguarding   Safeguarding 19 Nov  Safeguarding 11 March  Safeguarding 17 June 
 

Finance    Finance 17 March   

Websites/ 
Compliance  

  Compliance 28 Jan    
 

Staff 
Governor 

Role 

  Staff Gov Hub  4 Feb    
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PTO 

BRIGSHAW LEARNING PARTNERSHIP INTERNAL MEETINGS – 2020-21 

  Autumn 1 
( 7th Sep – 23rd Oct)  

Autumn 2 
(2nd Nov – 18th Dec 

Spring 1 
(4th Jan – 12th Feb) 

Spring 2 
(22nd Feb – 1st April) 

Summer 1 
(19th Apr – 28th May) 

Summer 2 
(7th Jun – 27th Jul) 

Headteachers 
Wednesday 
8-9.30am 

Wed 9th September, 
 Wed 16th September, 

Wed 30th Sep 
14 October T&L 

4 November 
18  November+T&L 

2 December 
9  December 

13  January 
27 January +T&L 

10  February 

24  Feb 
10 March 
24 March 

21 April +T&L 
5  May 

19  May 

9  June 
16  June+T&L 

30 June  
14 July 

EVC (Visits 
Co-ordinators) 

 TBC - once visits 
restart 

    

School Round 
Table Meeting 

w/b 21 September  
Covid focus 

 

 W/b 1st Dec 
Finance focus 

    w/b 27 April 
General 

  

 Business & 
admin officers 

 12 November 
10.15-12.15p.m 

 11 March 
10.15-12.15p.m 

 24 June 
10.15-12.15p.m 

Finance 
Officers 10-12 

10 Sep 
8 Oct 

5 Nov 
11 Dec 

7 Jan 
4 Feb 

4 Mar 
1 Apr 

13 May 
 

10 Jun 
8  Jul 

Facilities 
Managers 

 12 November 
9.15-11.00am 

 11 March 
9.15-11.00am 

 24 June 
9.15-11.00am 

Union JCC   10th November 
2.30-4.00pm 

 

 2nd March 2.30-4.00pm  15th June 2.30-4.00pm 

Cluster GST 22nd September - 
Cluster 

15th & 29th September 
- BHS 

13th October - 
BHSMonday 7th 

September; Friday 28th 

20th October - Cluster 
24th November - 

Cluster 
3rd & 17th November  - 

BHS 
1st & 15th December - 

BHS 

5th January - Cluster 
2nd February - Cluster 
12th & 26th January - 

BHS 
9th February - BHS 

9th March - Cluster 
2nd, 16th & 30th March - 

BHS 

20th April - Cluster 
18th May - Cluster 
27th April - BHS 

11th & 25th May - BHS 

22nd June - Cluster 
13th July - Cluster 

15th & 29th June - BHS 
20th July - BHS 
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May; Monday 7th June; 
Monday 26th July and 

Tuesday 27th July 

Training Days BHS, SWPS & MPS - 
Monday 7th September 

2020 
 

BHS,  Friday 23rd 
October 2020 

 
 
 

 
BHS, 

 27th November 2020 
 

BHS, KG,  , KA, 
KN & ABPS - Monday 

4th January 2021 
 

KG, KN - Friday 12th 
February 2021 

 BLP Joint training day 
ABPS, KN,KG,MPS, KA & 

SWPS - 28th May 2021 
 
 

MPS, ABPS, KA & SWPS, 
7th June 2021 

 
KG, KN SWPS, MPS, KA & 
ABPS - Monday 26th July 

2021 
 

KG, KN SWPS, MPS, KA & 
ABPS - Tuesday 27th July 

2021 
 
 

 Family of 
Schools 

Friday 25 Sept - Away 
Day 

 Friday 29 january 
1.30-3pm 

 Friday 21 May 1.30-3pm  

 



 

WORKING WITH US 

 

5.Induction procedures 

The BLP welcomes and wishes to support all new staff. Headteachers or Line Managers will 
complete a full induction process with all new staff.  
 
 

6.Apprenticeship opportunities 

The BLP offers opportunities for apprenticeship training for certain job roles. All staff are 
eligible for apprenticeship training regardless of age or length of service providing the 
intended qualification is suitable for your role and you meet government eligibility criteria. 
Staff who are interested in an apprenticeship should discuss this with their HT. 
 

 
7.Joint Consultative Committee (JCC) 

We have established, with trade union partners, a Joint Consultative Committee (JCC) to 
provide a forum for discussion, consultation and negotiation on employment relations matters, 
including working arrangements, staff welfare, terms and conditions of employment, pay, 
pensions etc.  Its principal role is to seek to reach agreement based on the belief that sound 
employment relations are key to the aims and objectives of the Trust.  The JCC is not a forum 
to discuss individual member cases or individual grievance matters.  
 
The JCC meets termly. Its membership consists of the Chair of the BLP Finance and 
Resources Committee, Cath Lennon as CEO, other relevant members of BLP staff, our HR 
Adviser, and representatives of the Trust’s recognised trade unions (NASUWT, NEU, NAHT, 
UNISON, GMB, ASCL, UNITE). There is opportunity for union members to liaise with their 
representatives in advance of meetings, and to receive feedback on any key outcomes.  
 
 

8.Volunteers 

The BLP welcomes volunteers who can bring additional expertise into the school. Any regular 
volunteer work should be for agreed specified periods and for specified areas of work. The 
Headteacher will assess any applications and invite the volunteer into the school for a 
discussion. References will be taken up and a satisfactory DBS Check in place before any 
volunteer can assist in school. The volunteer would work under the direction of a class teacher 
or member of the leadership team. All volunteers must receive safeguarding training. 
Volunteers should never be left alone with learners or allowed to take learners out of the school 
building by themselves. If there are any concerns about a volunteer the Headteacher should 
be consulted. Confidentiality about the learners must be observed at all times. 

 
 

9.Equality 

We will do all we can to ensure that the BLP does not discriminate, directly or indirectly. We 
shall do this through regular monitoring and evaluation of our recruitment processes; policies 
and procedures. We promote all aspects of equality, as laid down in the Equality Act (2010). 



 
This will include, but not necessarily be limited to: race; gender; sexual orientation; disability; 
ethnicity; religion; cultural beliefs and pregnancy/maternity. 
 
Recording all hate incidents, bullying and prejudice-based incidents are one of the ways in 

which a school may show that its commitment to fostering good relations, as well as 

eliminating discrimination, harassment and victimisation. 

10.Remote working 

For those staff who are working from home, keep your practices as safe as possible to prevent 
a breach of personal data.  

• Work away from site should be done on the google drive. Avoid downloading files 

to your workstation as any files which are downloaded will remain on your 

computer. Instead you can open all documents in drive using the “open with” 

feature. 

• Personal Wi-Fi may not be as secure as the schools so please share files using 

google rather than emailing to each other. 

• Check your spam folder occasionally. As more people are working from home, 

emails can appear to be from unknown users and sent to your spam folder. 

• If you are not already using 2 Factor identification, please consider this to give you 

extra confidence when working away from the security of the school site and where 

we cannot offer the same levels of support you would normally have.  

• It is even more important to use a strong password or a PIN to lock devices, to 

prevent others from accessing data through them. Do not disclose your password 

to family members.  

• Make sure antivirus software is installed on laptops and computers. Keep it up to 

date and ensure it makes regular scans. 

• Think about where you work, can data be seen by others? 

• If possible, avoid others using your device, but if you are using the family device, 

ensure your passwords to the google drive are different to your computer 

password. 

• Any paperwork you have at home should be kept as secure as possible. 

• lock your screen when you leave your computer  

• Report any breach or loss of data immediately to the DPO 

(dpo@brigshawtrust.com) and your HT. 

 
 

11. Exit procedures 
When leaving the employment of the BLP, please complete a full exit procedure with your 

HT/Line Manager 

 

PARTNERSHIPS 

As our name suggests, The BLP is committed to working with other partners who share our 
values and want to work with us to achieve better outcomes for children and young people. 
Our most important partners are our parents and carers, who entrust their children to our 



 
schools, and then the wider communities we serve.  The following is not an exhaustive list of 
our partnerships as The BLP, but includes the ones which are most important to us, and which 
help our children, young people and staff to grow and learn. Partnerships and collaboration 
are challenging to sustain, but allow us to draw on much wider experience, skills and resources 
than by ‘going it alone’.  
 

12.School partnerships 

Our neighbouring schools, Great Preston CE Primary and Lady Elizabeth Hastings CE 

Primary, although not part of the formal BLP multi-academy trust, are ‘associate members’ 

and work very closely with us at every level. All of our schools belong to the local authority 

Outer East Family of Schools, which includes schools in Garforth, Aberford and Micklefield. 

Our schools are also represented at city-wide Headteacher briefings and various forums.  

 

13.Local partners 

We have excellent links with our locality – for example with Leeds City Ward Councillors who 

serve on our governing bodies, with parish councils and community groups, a number of which 

use our school buildings and playing fields for a range of clubs and leisure activities. We also 

have good relationships with Leeds City Council and the services they provide for example 

Children’s Social Work Service, who work closely with our own cluster team. And of course, 

in common with other schools, we have links with local businesses, employers, Leeds City 

College and other FE providers, and with higher education partners such as the Leeds 

universities.  

 

14.Cluster working 

The Brigshaw Cluster Guidance and Support Team provides Early Help and targeted 
support to children, young people and families across the nine schools in the Cluster. 
The team, who are based at Brigshaw High School includes: 

 

 

Support services including counselling, family support, parenting groups, attendance 
improvement, targeted interventions, SEMH support (Social Emotional and Mental Health) 
and safeguarding. Requests for support from our Cluster schools which are discussed and 
allocated services at our monthly Guidance and Support meetings.  
 
 

 Adele Dempster: Cluster and Targeted Services Leader 

 Maria Milner: Guidance and Support Manager 

 TBC  Family: Support Adviser 

 Nikki Collins: School Counsellor 

 Paul Glover: Attendance Improvement Officer 

 



 

15.Post 16 arrangements 

Brigshaw High School and Temple Moor High School have successfully provided a joint post-
16 (Sixth Form) offer for fifteen years to students from both schools, enabling them to access 
more courses than would be possible in each individual school. Typically, students rather than 
staff may travel (at no cost to them) to our partner school for one or more courses, although 
for many students all of their A-Level or other courses will be offered in their ‘home’ school. 

 
16.Partnerships for inclusion 

BLP schools benefit from our membership of area-wide arrangements, such as the East Area 
Inclusion Partnership, which looks to reduce exclusions by offering early help when things go 
wrong and to help schools find additional and alternative provision in a range of settings for 
pupils who are not coping in mainstream schools. Similarly, our membership of The Fair 
Access Panel ensures that education is secured quickly for children who do not have a school 
place, and that schools in the area admit their fair share of children who may present 
challenges.  
 
 

17.Other partnerships and wider working 

Brigshaw High School is a member of Red Kite Teaching School Alliance. And BLP primary 
schools are associate members of The STAR Teaching School Alliance. These alliances 
provide teacher training places, professional development opportunities, school-to-school 
support and peer reviews.  
 
 
 

BLP PROCEDURES AND POLICIES 

 

18.BLP financial regulations 

The Brigshaw Learning Partnership has produced a "Financial Procedures" guide to finance 
in the MAT. This document should be provided to all staff with any finance responsibilities 
within school. As a minimum all signatories on the school's approved "Authorised Signatory" 
list should have access to the manual, which is available on the Google Drive.  The manual 
covers areas such as BLP governance structures, ordering, invoicing, credit card expenditure, 
petty cash and income collection.  
 
In addition, at Brigshaw High school all staff with a departmental budget are asked to sign a 
Delegated Budget Holder Agreement, which outlines specific responsibilities which staff agree 
to when acting as a budget holder. Staff may only access their budgets once signed 
agreements are received back in the Finance Office.  
 
 

19.BLP policies, procedures and statutory guidance 

A summary of all BLP and some school policies is listed below. Some of the school policies 
will only be used in certain schools.  
 



 
Full BLP policies are available for staff to read; located on the BLP Staff Team google drive. 
This list is not exhaustive; any school specific policies will be shared with you by your school. 
 
The BLP expects all members of staff to familiarise themselves with all policies to ensure that 
they are fully aware of procedures and safeguarding measures. 
 
You will be asked to sign an acknowledgement form to confirm receipt of your copy of the staff 
handbook and to indicate that you are aware of this expectation and that appropriate polices 
have been read as listed below: 
 
 

Policy/ Guidance Quick Summary 

 

Absconding Pupils Policy Procedures for handling situations when pupils abscond from school. Some 
schools keep their protocols within the Safeguarding and Child Protection 
Policy. 

School Acceptable User 
Policy  - Pupils  

Gives details on what students should and should not do on: School Network; 
e mail; apps; computers; social networking; internet and handheld devices. 

Accessibility Plan We are committed to providing a fully accessible environment. Each school 
produces own plan which is specific to the school. 

Accounting Policies Covers the BLP accounting procedures and management of the financial 
statements of the Multi Academy Trust (MAT) 

Admission arrangements  These policies cover our priority criteria and catchment area for school 
places. The BLP Board will act as the Admissions Authority for Schools. 

Alternative/Off-site Provision We aim to ensure that our curriculum is inclusive and offers opportunities for 
all to succeed. The BLP works with a number of local providers to help those 
students succeed who may struggle to reach their potential in a school based 
or mainstream environment. 

Anti-Bullying and Harassment 
written strategy 

The BLP takes all bullying problems seriously. If bullying is hate related this 
must be reported to the LA. 

Anti-Fraud, Theft, Bribery and 
Corruption Policy 

The Brigshaw Learning Partnership (BLP) requires all staff, directors, 
volunteers, pupils and governors to act honestly and with integrity at all times 
and to safeguard public resources. The BLP will not accept any level of fraud, 
theft, bribery or corruption. 

(Non- Examination) 
Assessment Policy - 
Secondary 

Sets out clear aims and guidelines for all staff to ensure consistency of good 
practice for qualifications. 

Asthma, epilepsy and allergy 
Policy 

Policy written to support pupils with conditions requiring emergency medical 
treatment. 

Attendance and Safeguarding 
Policy 

Cluster Attendance Policy including managing the 'requests for holidays in 
term time' procedures and how to manage non-attendance. 

Behaviour and Discipline 
Policy 

The aim of each school’s policy is to highlight the main ways in which to 
maintain high standards of behaviour and discipline in every aspect of our 
work. 

British Values 
Statement/SMSC Policy 

All schools are expected to promote British Values as part of the requirement 
to provide for the spiritual, moral, social and cultural (SMSC) development of 
their pupils. 



 

Care and Control Policy – 
school policy 

Informs on what is acceptable in relation to verbal de-escalation and the use 
of physical intervention to manage challenging pupil behaviour. 

Careers  Policy - secondary Statutory policy on careers guidance in a secondary school. 

CCTV Policy All schools with CCTV will have a policy covering its use. 

Charging and Remissions 
Policy 

Covers the rules that staff must follow when charging or requesting voluntary 
contributions for school activities and trips. 

Children in Public Care – 
school policy 

This policy covers the aim to promote effective working partnerships between 
social care agencies; carers and parents to ensure that children’s educational 
needs are met. 

Collective Worship Under the Education Act 1996, all maintained schools, except maintained 
special schools, must provide daily collective worship for all registered pupils. 
This can be covered in school prospectus. We offer students who wish to 
have collective worship, the opportunity to do so if it is not practical to offer 
full school worship. 

Complaints policy Procedures for dealing with complaints. 

Confidentiality  We aim to work in partnership with parents/carers and to build up 
relationships of trust between staff and pupils. This is covered in the Staff 
Code of Conduct Policy. 

COVID  For the duration of the pandemic, certain policies such as the Safeguarding 
and Child Protection Policy and GSWP have an addendum to cover Covid 
specific issues. Other policies such as the Health and Safety Policy, have 
been re-written to reflect advice in pandemic situations. 
 
The DfE has also issued interim guidance on safeguarding in schools, 
colleges and other providers during the coronavirus outbreak. 

Curriculum - from the school  
prospectus and website 

The curriculum (found on the school website) details our offer of a broad and 
balanced education. The curriculum is accessible, flexible, challenging and 
inclusive and ensures entitlement for all learners. 

Data Handling The schools in the trust will comply with the requirements of the Data 
Protection Act 2018 (DPA) and the GDPR 2018. This Policy will continue after 
BREXIT. 

Debtors Policy The Brigshaw Learning Partnership will take all reasonable measures to 
collect debts. A debt will be written off only after all reasonable measures 
have been taken to recover it in accordance with the Academy Funding 
Agreement. 

Disability(Exams) This policy is an exams-specific supplement to the centre-wide disability 

policy/plan. It details how the centre will “recognise its duties towards 

disabled candidates as defined under the terms of the Equality Act 2010 

Disaster Response and 
Recovery Plan 

Contains procedures to be implemented during a disaster or pandemic to 
reduce the short and long term impact of the disaster. 

Drugs Education The BLP condones neither the misuse of drugs or illegal supply of these 
substances on or off school premises. Schools may have a policy which 
provides more details on this. 

Emails –Acceptable User 
Policy 

Policy aims to enhance the use of email and develop good, safe practices.   

Educational Visits Policy This policy details how we manage school trips and what is expected of the 
staff involved. 



 

Equality Duty Statement Describes how Brigshaw Learning Partnership (BLP) intends to fulfil its 
responsibilities under the Public Sector Equality Duty for both its pupils and 
its workforce. 

 
Exam Contingency Plan and 
Exam management and 
appeals Policies – secondary 
school only 

 
The Examination Contingency Plan and other examinations policies cover all 
aspects of examination administration.  

Exclusion Policy Policy covering how exclusions are managed. 

Financial Procedures  The purpose of this policy is to ensure that the BLP maintains and develops 
systems of financial control, which conform to the requirements of both 
propriety and good financial management. These systems operate to meet 
the requirements of the Academy’s Funding Agreement with the Department 
for Education (DfE). 

First Aid Policy The aim of this policy is to set out the roles and responsibilities for the 
management of first aid within the School. 

Fixed Asset Policy The purpose of this Fixed Asset Policy is to ensure that the Balance Sheet 
correctly reflects the assets and liabilities of the individual academies within 
The Brigshaw Learning Partnership Multi Academy Trust (MAT). 

Food – school Policy To ensure that all aspects of food and nutrition promote the health and 
wellbeing of pupils, staff and the wider community. 

Freedom of Information (FOI)/ 
Subject Access Requests 
(SAR) 

We are committed to dealing with requests within statutory guidelines. Please 
refer any FOIs or SARs to Wendy Harrington as soon as possible. 

Gifts and Hospitality Policy This policy outlines the approach approved by The Brigshaw Learning 
Partnership (BLP) relating to the acceptance by directors, staff and governors 
of gifts and hospitality of whatever nature from outside the BLP, whether from 
individuals or organisations.  The policy also outlines the approved approach 
to the offering of gifts and hospitality by the BLP. 

Governors’ and Directors’ 
Expenses 

Governors give their time generously for the benefit of their school. 
Governors may claim expenses for costs incurred during their work. 

Governor visits to school Sets out how these visits will be managed. 

Governance statement Some schools publish an annual governance statement which is found on 
each school’s website. It explains how the Local Governing Body has fulfilled 
its responsibilities. The BLP website contains the BLP audited accounts with 
details of BLP Directors work. 

Guidance for Safer Working 
Practices 

Guidance for staff (included in full in the handbook appendices). 

Health and Safety Policy 
 
 
 
 
 
 
 
 
 
 
 

The school Will take all reasonable steps to provide safe and healthy 
conditions for pupils, employees and others who may be affected by its 
activities. 
All employees are responsible for: 
• Complying with the BLP’s Health and Safety Policy. 
• Taking reasonable care of their own health and safety and that of others 
affected by their acts or omissions. 
• Co-operating with their management in complying with relevant statutory 
provisions or government guidelines. 
•   Using all work equipment and substances in accordance with the 
instruction and training received. 



 

 
 
 
 
 
Health and Safety Policy 
continued 

•   Not intentionally misusing anything provided in the interests of health, 
safety and welfare. 
•   Following all prescribed safe working practices and not working while unfit 
to do so. 
•     Reporting to their supervisor or manager any health and safety problem 
they cannot deal with themselves or any shortcoming they find in the health, 
safety and welfare arrangements. 
 
More detail on health and safety can be found in the LA Health and Safety 
Handbook for schools. Staff need to be aware of guidance which relates to 
their field of work; personal safety or asset safety for example: 
Sect 1  Safety Management 
• PG101  Safety Management System 
• PG102 This required an update by the LA. See BLP Risk 

Assessment Policy  
• PG103  Accident Reporting 
• PG104  Accident Investigation 
• PG105 Consultation 
• PG106  Contractors 
• PG107  Fire Safety 
• PG108 Monitoring 
• PG110  School Premises Inspections 
• PG111  Personal Protective Equipment 
• PG112  Permit to Work 
• PG113  Training Records  
         
Sect 2 – Staff Safety 
•        PG201  Display Screen equipment 
•        PG202  Manual Handling 
•        PG203  Lone and Isolated Working 
•        PG204  Security and Personal Safety 
•        PG205  Stress 
•        PG206  Dealing with Violence at Work 
•        PG207  Safe use of ladders and step ladders 
•        PG208  New and Expectant Mothers 
•        PG209  Work at Height 
•        PG210  Use of Laptop Computers 
•        PG211  Employee Risk Assessments 
 
SECT 3  Premises Safety 
• PG301  Asbestos 
• PG302  Building work contracts on school premises 
• PG303  Gas, Water and Electrical Services 
• PG304  Glazing 
• PG305  Liquefied Petroleum Gas (LPG) and other temporary 

heating 
• PG308  Handling compressed gas cylinders 
• PG309  Managing Snow and Ice 

 
SECT 4  Equipment Safety 
•        PG401  Electrical appliances 
•        PG402  Work Equipment 
•        PG403  Stage Equipment 
•        PG404  Work Equipment Inspection 
•        PG405  Lifting Equipment 
•        PG407  Outdoor Play Equipment 
 
SECT  5 General School Safety 
• PG501  Vehicle Movement 
• PG504  First Aid 
• PG505  Medication in schools 
• PG506  Mobile Phones and Phone Masts 
• PG508  Control of Substances Hazardous to Health (COSHH) 
• PG509  Workplace Health and Welfare 
• PG510  Noise at Work 



 

• PG512  Work Experience 
• PG518  Pupil Risk Assessments 
• PG520  Preventing slips, trips and falls 
• PG521  Guidance on Pupils who abscond – see full policy 
• PG523  Guidance on the use of withdrawal and seclusion 
 
 
SECT 6  Departmental Safety 
•        PG601  Health and Safety in D&T 
•        PG602  Health and Safety in Science 
•        PG603  Safe Practice in PE 

Home School Agreement – 
school policy 

The Home/School Agreement is signed by the school and parent(s)/carer(s)’ 
It details what the school will commit itself to and what we expect from our 
parents and students. 

Inclusion and equal 
opportunities Policy 

We believe that all pupils have an equal right of entitlement to an appropriate 
and worthwhile education. This should be read in conjunction with the 
statutory Public Sector Equality Duty Policy. 

Keeping Children Safe in 
Education 

DfE statutory guidance included in handbook. 

Key Holder Policy Key Holder & PIN Operated Lock Holder Policy created to maintain the 
security of the premises, contents and grounds. It is also intended to help 
protect staff members and pupils of the school and safeguard confidential 
information held either physically on the premises, or electronically. 

Lettings Policy and Lettings 
Charges 

The BLP use the City Council’s Hire of School Premises procedures. Charges 
and Fees are reviewed annually. 

LSCB Protocols We follow Leeds Local Safeguarding Children Board (LSCB) joint agency 
protocols. More details can be found on the LSCB website, in google policy 
folder. Protocols include how to deal with intimate care; domestic violence; 
physical punishment; E Safety; harmful Behaviour and managing allegations 
against staff. 

Management of Funds Policy The policy covers the management of an academy trust’s cash flows, 
banking, money market and capital market transactions; the effective 
management of the risks associated with those activities; and the pursuit of 
optimum performance consistent with those risks. 
 

Medical Needs  - Supporting 
Pupils Policy 

This policy is written to support those children with individual medical needs 
and establish how their needs can be met at the school. 

More Able Policy – school 
policy 

We believe that our more able and talented students are entitled to a 
challenging and stimulating education. 

Pooled funding and Appeals 
Policy 

BLP (MAT) collects a proportion of general annual grant (GAG) funding from 
all its academies to form one central fund. This fund can then be used to 
meet the costs of running the trust and to pay for school improvement. 

Privacy Notices These forms are issued to anyone we are collecting a large amount of data 
from. 

Procurement and Tendering 
Policy 

Policy covering the requirements for schools within the BLP to obtain quotes 
from suppliers and details when a formal tender process must be carried out. 
 

Provider Access Statement Notice on a secondary school website covering access to students for 
technical colleges etc. 



 

Public Sector Equality duty 
Information Objectives and 
review/plan 

A set of equality objectives for the school which will be monitored annually. 

Reserves Policy The BLP Board is ultimately responsible for the allocation of resources to 
deliver the vision of the Trust. The BLP Board delegates responsibility for the 
management of available finances and reserves to local governing bodies. 
Local governing bodies are accountable to the BLP for the level of reserves at 
any particular time. 

Pupil Premium Policy – 
school policy 

Our Aims is to develop a culture of achieving and ‘belonging’ in school, 
narrowing any ‘gaps’ in achievement, attendance, behaviour and contribution 
to the wider school. The policy covers the criteria for PP, how to apply and 
how spending is monitored. 

Relationship and Sex 
Education Policy 

Understanding of the importance of marriage, family life, stable loving 
relationships, respect, love and care. The policy covers the teaching of sex, 
sexuality, and sexual health. 

Rewards and Sanctions This covers how we reward students for good behaviour and sanction poor 
behaviour. 

Risk Assessment Policy Policy on how and when risk assessments are completed. 

Risk Management Policy It is recognised that risks are inherent in everyday life and that the need is to 
identify them and adopt systems for minimising them.  

Safeguarding and Child 
Protection Policy 

We believe that all staff have an important and unique role to play in child 
protection. This policy should be read in conjunction with LSCB guidelines, 
KCSIE, Safer Working Practice and Working together to keep children safe. 

Safer Working Practice for 
people who work with all 
children - LA guidance: 
GSWP 

All adults who come into contact with children and adults at risk in their work 
have a duty of care to safeguard and promote their welfare. 

School teacher pay and 
conditions  

Provides the framework for teachers’ pay. The Document (Section 2) and 
the statutory guidance (Section 3) should be read together to provide a 
complete picture of pay and conditions for teachers. 

SEND Policy The governing body must publish an annual report, local offer and the 
school’s policy for pupils with SEND (Special Educational Needs and 
Disabilities).  

Severance Policy Before making a severance payment, The Trust must reasonably consider the 
proposed payment to be in the interests of The Trust. 

SMSC Policy Spiritual, moral, social and cultural education (SMSC) helps children develop 
personal qualities, which are valued in any civilised society; for example: 
thoughtfulness, honesty, respect for difference, moral principles, 
independence, and self-respect. The BLP seek to teach these qualities 
across the curriculum and throughout school life. 

Staff Absence - Leave of 
Absence and Annual Leave - 

This model policy covers time off for bereavement leave to time off for special 
events and enables our practices to be fair and open. 

Staff Absence - Sickness 
attendance Policy 

Forms structure to our absence process. 

Staff Alcohol and Drug 
Misuse 

Staff need to be aware of the contents of this policy and to advise the HT if 
they are taking any substances which may impair their ability to work 
effectively. 
The policy also contains the rules on staff drinking alcohol when on school 
overnight trips. 



 

Staff  - Dealing with 
Allegations of Abuse 
Statement 

Part of the Safeguarding and Child Protection Policy. All allegations of this 
nature will be handled as per the statutory DfE guidance. 

Staff and Governors Anti-
Fraud, corruption and Bribery 
Policy 

The Brigshaw Learning Partnership requires all staff, directors and governors 
to act honestly and with integrity at all times and to safeguard the public 
resources for which they are responsible. The BLP will not accept any level of 
fraud or corruption; consequently, any case will be thoroughly investigated 
and dealt with appropriately. The BLP is committed to ensuring that 
opportunities for fraud and corruption are reduced to the lowest possible level 
of risk.  
 

Staff Appraisal Policy 
(Teachers) 

Covers how we manage teaching staff appraisal and performance reviews. 

Staff Appraisal – Support 
Staff 

This policy is just for the support staff and allows us to monitor training 
requirements and support staff development. 

Staff Capability Policy This is a statutory Policy required by educational legislation and applies to all 
staff including Newly Qualified Teachers. 

Staff Code of Conduct This is in the staff handbook appendices. Staff agree by signing for the 
handbook that they understand that the reputation of The BLP depends on 
the way they behave. It includes dress code; social contact; communications 
with students; confidentiality; duty of care and propriety of behaviour. 

Staff Discipline, Conduct and 
Grievance (procedures for 
addressing) 

This is a statutory policy and is in addition to the capability policy. 
It is intended to provide a system which can deal speedily with disciplinary 
matters whilst ensuring that the principles of natural justice are preserved. 

Staff E Safety and Social 
Media Guidance 

The use of the internet and ICT is seen as a responsibility and it is important 
that students and staff use it appropriately and practice good e safety. It is 
also important that all members of the school community are aware of the 
dangers of using the internet and how they should conduct themselves 
online. 

Staff Equality and Diversity 
Policy 

The BLP is committed to providing an environment free from discrimination, 
bullying, harassment and victimisation. 

Staff Expenses 
Policy/payment of employee 
expenses 

The Brigshaw Learning Partnership will reimburse expenses incurred wholly, 
exclusively and necessarily in the course of the school’s / Trust’s business. 
The policy covers all types of travel and reimbursement costs incurred on 
BLP business, excluding normal travel to and from place of work and first 
class travel. 

Staff Finance Manual Detailed guidance on financial procedures and regulations are included in the 
Staff Financial Handbook. Covers guidance on how to authorise orders and 
asset management procedures. 

Staff Flexible Working 
Guidance 

This guidance gives eligible staff (employees with at least 26 weeks of 
continuous service) an opportunity to consider forms of flexible working on 
offer, and outlines the process to formally request a change to their working 
pattern in accordance with the statutory procedure for such requests. 

Staff Grievance Policy The policy offers staff different ways to handle a grievance. 

Staff – Managing Workforce 
Change 

Procedures to be followed when making changes to the workforce. 

Staff Pay Policy Sets out the basis on which we pay staff. 

Staff Probationary  Policy This is a policy for support staff in their first few months of work  



 

Staff Recruitment and 
Selection Policy 

The policy outlines the key points of recruitment and selection procedures. It 
sets out the requirements of current relevant legislation and provides a 
framework within which recruitment panels should operate to ensure that the 
best appointments are made within a professionally sound and legal system. 

Staff Safer Recruitment 
Policy 

This policy aims to ensure both safe and fair recruitment and selection is 
conducted at all times. 

Staff Safe Working Practice – 
Leeds Guidance 

Full details In the handbook. 

Staff Whistleblowing Policy We publish this in the school handbook each year. It sets out the principles 
that enable you to raise concerns about a danger, risk, malpractice or 
wrongdoing that affects others, without fear of adverse consequences such 
as harassment or victimisation. 
 

Staff Work & Families Policy Covers maternity, paternity and adoption. As well as wider issues affecting 
working families.   

Working Together to 
Safeguard Children 

This is national guidance on how we work with other agencies to safeguard 
children. 

Transgender Policy Policy explains good practice in the field of Transgender in order to minimise 
the distress and disruption to all students by:  
●      ensuring teachers and Governors are dealing with Transgender matters 
inclusively and sensitively  
●      providing an inclusive environment for any Transgender student  
●      ensuring all students are aware of and educated on issues of 
Transgender 

 
 

20.Data handling - overview and guidance 

The BLP is committed to maintaining the confidentiality of its information and ensuring that the 

details of the finances, operations and individuals within the school are only accessible by the 

appropriate individuals. It is therefore important to uphold high standards of security, take 

suitable precautions, and to have systems and procedures in place that support this. 

 

It is an individual employee’s responsibility to safeguard data in their possession. It is important 
all breaches or incidents which could lead to a breach are reported immediately so that the 
damage can be contained. 
 
 
Particular responsibilities/guidance:  
 Sensitive information should be kept secure and not accessed by unauthorised individuals.  

 Papers/IT equipment should not be left unattended at work, at home or in the car. If 

confidential materials or paperwork are taken out of the office, precautions must be taken 

to ensure they are not accessible to third parties. The BLP recommends the use of google 

drive for access to work off-site.  

 If it is necessary to send personal files through the external mail, this should be done by 

recorded delivery. 

 Where appropriate, steps should be taken to ensure that private/confidential telephone or 

video calls/conversations are not overheard. 



 
 Meetings where sensitive or confidential information is being discussed should be held in 

a secure environment. 

 Confidential paperwork should be disposed of correctly, either by shredding it or using the 

confidential waste facility. Disposal of data should be recorded. 

 Personal data can be transmitted between the Brigshawtrust emails, Royds, Temple Moor 

and the LA but any sensitive information sent to other external e mails should be 

encrypted/password protected or sent by mail express. Please ask the IT team how to 

send a secure encrypted zip folder if you are not sure. 

 Do not use personal e mail addresses for work related emails as this is not secure. Never 

forward work emails on to your personal email address for the same reason. 

 Do not view student, parent or staff confidential information unless there is a work 

associated reason to do this. 

 Plan events well ahead to ensure that we obtain consent for photographs to be taken etc. 

 Use BCC when sending emails to outside parties who should not know each other’s email 

addresses. 

Computer data should not be left exposed to others’ view: 
 Machines should be locked when they are unattended for a short period of time. This can be 

done quickly by clicking:   and “L” 
 
 
Computer files should be kept securely:  
 Complicated passwords should be used and these should not be disclosed under any 

circumstances. Do not use the same password for different sites. 

 Personal IT equipment for destruction should have all private data removed prior to 

destruction. 

 Senior staff and staff with access to sensitive data (for example SENCOs and SLT) must 

use 2Factor authentication. 

 Never share passwords, as an alternative, delegate access to emails to keep your 

password secure. 

 

Data breaches 
 

The BLP recognises that breaches in security can occur, particularly as the majority of 

information is stored online or on electronic devices which are increasingly vulnerable to cyber-

attacks. This being the case, it is necessary to have a contingency plan containing procedures 

to minimise the potential negative impacts of any security breach, to alert the relevant 

authorities, and to take steps to help prevent a repeat occurrence.  

 

Breaches that may cause harm or result in a risk to the rights and freedoms of individuals must 

generally be reported to the ICO within 72 hours, and reasons must be given if reported later.  

 

If you become aware of a breach, do what you can to limit the damage caused and inform 
your HT and the DPO immediately (Wendy Harrington on: DPO@brigshawtrust.com or 
01132878925). If the breach involves a cyber-attack please let the IT team know 
immediately: helpdesk@brigshawtrust.com tel: 01132878912. The HT will follow the breach 
reporting procedure. 
 

mailto:helpdesk@brigshawtrust.com


 
If you become aware of an issue which, if left unchecked, could cause a breach, please let 
the DPO know so procedures etc. can be amended. 
 
 
 
New software purchases 
If you wish to purchase any new software, it must be assessed for compliance with GDPR.  
Before purchase, contact the DPO. If you propose to do something new with our data, such 
as: set up a new CCTV system, collect biometric data or share large amounts of sensitive 
data, this will need to be assessed using a Data Impact Assessment. Contact the DPO for 
assistance. 
 
 
Freedom of Information Requests (FOI) and Subject Access Requests (SARs) 
 
Please refer any FOIs and SARs to Wendy Harrington as soon as possible, even in the school 
holidays. 
 
All GDPR forms and our FAQ document can be found on the staff shared google 
drive. Please search: “Sample forms and FAQs for GDPR”. 
 
 
Privacy notices 
 

Please see appendix for full GDPR staff privacy notice explaining how staff data is used and 
collected. Parent/Student Privacy Notices can be found on the websites and in Sample Forms. 
The appropriate Privacy Notice should be given out when collecting/updating large amounts 
of data. 
 
 
 
 

21.Risk management 

The BLP has ultimate responsibility for health and safety matters and aims to ensure that all 
risks that may cause injury or harm to staff, pupils and visitors are identified, and all control 
measures that are reasonably practicable are in place to avoid injury or harm. All BLP 
employees have responsibility for contributing to the BLP Risk Management Strategy by 
alerting senior leaders to potential risks.  
 
The Headteacher has overall responsibility for ensuring potential hazards are identified and 
risk assessments are completed for all areas of risk in the school. This will be delegated to 
department Heads as appropriate and will include risks associated with a pandemic. 
 
Staff are reminded of the need to complete risk assessments to cover all extra-curricular 
activities in addition to activities in school. Each school has standard classroom risk 
assessments and departments such as PE; Science; Art and D&T all have specific risk 
assessments to use. In addition, if you are planning an event on the school sites, such as an 
open day, summer fair, sports event or concert, the risks involved must be assessed on a 
risk assessment. Sample risk assessment forms can be found in the BLP Staff shared 
Health and Safety folder on the drive. 
 
Risk assessment procedures for school trips are contained in the Educational Visits Process. 
It is the responsibility of the Visit Leader (liaising with the Educational Visits Co-coordinator) 



 
to ensure that suitable; trip specific and sufficient risk assessments are carried out at the 
school prior to the trip taking place.   
 
When assessing risks, follow the process outlined below and detailed in the BLP Risk 
Assessment Policy: 
 
Step 1: identify hazards  
Step 2: decide who may be harmed and how  
Step 3: evaluate the risks and decide on control measures  
Step 4: record further action required  
Step 5: review the assessment and update, as needed  
 
If we do not risk assess our activities, it is doubtful that we would be fully covered by our 
insurance.  All risk assessments need reviewing every 12-18 months. 
 
 
 

22.Severe weather 

 
It is impossible to have one policy to cover the wide range of potential adverse weather 
conditions that may affect our schools. However, the factors that will inform closure/late 
opening decisions are clear: The safety and welfare of learners, staff, other professionals, 
parents, visitors, and the responsibility to provide an education service. 
 
The Headteacher is responsible for the decision as to whether the school should close/open 
late due to severe weather conditions. This decision is made in consultation with the BLP, 
members of the school leadership and site team. In the event of a closure, the Head must 
inform the CEO and school’s Chair of Governors. On such days, all contracted staff will be 
paid. Teachers and support staff will usually be expected to undertake planning and 
preparation work at home. 
 
There will be other circumstances when the snow fall in Leeds East will not be as great as in 
other parts of Yorkshire and although it is possible for colleagues living close to the school to 
get to work, it would be difficult for others, especially those living in more rural areas. Staff are 
expected to make every effort to report for work if it is safe to do so. This may involve a delayed 
arrival and/or use of alternative methods of transport. 
 
Please see a member of the school SLT if you have any questions regarding this guidance. 
 
 
 

23.School trips guidance 

All schools have an Educational Visits Policy and Process for staff to follow.  Guidance on 
when schools can charge for school trips is on the following page.  
 
 



Charging for Trips 

The Law: Section 449-462 of the Education Act 1996 
 

 

 

 

 

 

 

 

   

 

 

 

 

 

 

 

   

 

Is it in school Day? 

If the number of school sessions taken up by the visit is equal to or greater than 50% of the number of half days spent on 

the visit, it is deemed to have taken place during school hours. 

 Time spent on travel counts towards this calculation if it occurs during school hours. 

 The guidance adds that every school day must be divided into two sessions, and that a ‘half day’ is any period of 
12 hours ending at noon or midnight. 

 The guidance gives the example of a school trip beginning at noon on Wednesday and ending at 9pm on Sunday. 

 The trip consists of nine half days (one for Wednesday, and two for each of the remaining days) and five school 
sessions (one on Wednesday afternoon, two on Thursday and two on Friday). 

 As the number of school sessions (five) is more than 50% of the number of half days (nine), the trip is deemed to 
take place during school hours. 

 

Is the visit   residential? 

Yes  

 

No 

Is it in school Day? 

Is 50% or more of the 

visit (including any 

travelling) during 

school hours? School 

hours do not include 

the normal midday 

break. 

Is the visit designed to fulfil a statutory requirement of the national curriculum, religious education, or the syllabus of a prescribed public examination e.g Sixth form study trip to Boggle hole and Geography fieldwork 

trip which forms part of their syllabus/exam. 

Yes No 

 

 

No This is an optional extra and the cost of transport, 

accommodation, materials and non-teaching staff etc 

can be charged. The cost of teaching staff solely engaged 

to run the activity can be charged. A consent to the 

charge must be obtained. Can exclude pupils who don’t/ 

won’t pay. Can have a fund to help disadvantaged. Use 

letter: 3 

Yes – The visit is in school time Can’t charge for travel, or education. The 

actual cost of board and lodging of a residential visit may be charged, but 

must be remitted in full for families in receipt of specified benefits. Use 

letter:6 

 

 

No This is an optional extra and the cost of transport, 

accommodation, materials and non-teaching staff etc 

can be charged. The cost of teaching staff solely 

engaged to run the activity can be charged. A consent 

to the charge must be obtained. Can exclude pupils 

who don’t/ won’t pay. Can have a fund to help 

disadvantaged.use letter 5 

Letter to parents to include a note 

that if insufficient voluntary 

contributions are received the trip 

will be cancelled. Cannot prioritise 

paying parents. 

The cost of board and lodging for a 

residential visit may be charged, 

can’t under any circumstances 

charge or request voluntary 

contributions for board and lodging 

from families in receipt of specified 

benefits (FSM) 

Can’t charge for education or travel 

Can’t exclude non payers, only option 

is to cancel or do cheaper activity if 

don’t receive enough funds. When 

asking for voluntary contributions it 

must be clear that there is no 

obligation to pay. Use letter: 1 or 2 

 

Voluntary contributions may be requested from parents in any of the above circumstances. For non- chargeable items, it must be clear that contributions are voluntary and 

red reminders should not be sent.  

Note: Any charge must not exceed the actual cost divided equally by the number of pupils attending 
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Equality Impact Assessment 
 
We will do all we can to ensure that this policy does not discriminate, directly or indirectly. 
We shall do this through regular monitoring and evaluation of our policies. On review we 
shall assess and consult relevant stakeholders on the likely impact of our policies on the 
promotion of all aspects of equality, as laid down in the Equality Act (2010). This will include, 
but not necessarily be limited to: race; gender; sexual orientation; disability; ethnicity; 
religion; cultural beliefs and pregnancy/maternity. 
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1. POLICY SUMMARY AND GUIDING PRINCIPLES 
 

Introduction 
 

1.1 This policy sets out the principles that enable you to raise concerns about a danger, risk, 
malpractice or wrongdoing that affects others, without fear of adverse consequences such 
as harassment or victimisation. 

 
1.2 The BLP Board of Directors are committed to the highest standards of openness, probity and 

accountability. In line with that commitment, we encourage employees, who have serious 
and legitimate concerns about any aspect of the Trust’s work, to come forward and voice 
those concerns through accessible channels rather than overlooking the issues or discussing 
them externally. Making your disclosure under this policy will enable the school / Trust to 
address any risks as early as possible 

 
1.3 It is recognised that certain cases will have to proceed on a confidential basis. This policy 

sets out the principles that enable you to raise concerns about a danger, risk, malpractice or 
wrongdoing that affects others, without fear of adverse consequences. 

 
1.4 In addition, the policy provides a means for you to raise a concern under the Public Interest 

Disclosure Act 1998, which provides you with a certain level of legal protection if you wish to 
raise legitimate concerns in the public interest. 

 
Aims and Scope of the Policy 

1.5 Aims 

 encourage individuals affected to report suspected wrongdoing as soon as possible in 
the knowledge that their concerns will be taken seriously and investigated and that their 
confidentiality will be respected where possible. 

 provide avenues for you to raise concerns and receive feedback on any action taken. 
 

 let all staff know the protection available to them if they raise a whistle-blowing concern 

 allows you to take the matter further if you are dissatisfied with the Trust’s response; 
and 

 reassure you that you will be protected from reprisals or victimisation for whistleblowing 
in the public interest. 

 
1.6 There are existing procedures in place to enable you to lodge a grievance relating to your 

own employment with the Trust. This Whistleblowing Policy is intended to cover concerns 
that fall outside the scope of other procedures, although the Trust reserves the right to 
determine which procedure is appropriate. 

 
 

What is a concern? 
1.7 Concerns to be reported under this policy may relate to something which involves an issue 

in the public interest and which you have reasonable belief to be true, for example where: 

 a criminal offence, such as fraud or corruption, has been committed, is being committed 
or is likely to be committed; 

 a person has failed, is failing or is likely to fail to comply with any legal obligation to which 
that person is subject; 

 conduct is likely to damage the Trust’s reputation; 

 is against the Trust’s Contract Procedure Rules, Financial Procedure Rules or other 
policies;  

 falls below established standards or practice; 
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 amounts to improper conduct, including serious misuse or abuse of authority; 

 a miscarriage of justice has occurred, is occurring or is likely to occur; 

 the health and safety of any individual had been, is being or is likely to be endangered; 

 the environment has been, is being or is likely to be damaged; 

 bribery 

 mismanagement of funds has occurred, is occurring or is likely to occur;  

 negligence;  

 unauthorised disclosure of confidential information;  

 abuse (e.g. physical, sexual); 

 discrimination to any worker or service recipient e.g. disability, race etc.; or 

 the information tending to show any of the above is being or is likely to be concealed. 
 
 If your concern is regarding; 

 The safeguarding of children or young people, please call 0113 376 0336 (option 3) during 
office hours and the Children’s Emergency Duty team on 0113 535 0600 out of normal office 
hours. 

 The safeguarding of vulnerable adults, please call 0113 222 4401 (minicom: 0113 222 
4410) during office hours and 07712 106378 at all other times. 

 Suspected Benefits Fraud it should be reported to Benefit Fraud by phoning DWP 
National Benefit Fraud Hotline 0800 854 440 or by visiting the website on 
www.gov.uk/report-benefit-fraud or writing to National Benefit Fraud Hotline Mail, 
Handling Site A, Wolverhampton,  WV98 2BP  

 
Safeguards 
Protection from reprisal 

1.8 The Trust recognises that the decision to report a concern can be a difficult one to make, not 
least because of the fear of reprisal from those responsible for the malpractice. Employees 
who make a disclosure that is deemed to be in the public interest are protected from suffering 
a detriment in their employment under the Public Interest Disclosure Act 1998 (PIDA). The 
Trust will not tolerate harassment or victimisation and will take action to protect you when 
you raise a concern which you have reasonable belief to be true and to be in the public 
interest. This will include disciplinary action against those that subject an individual to 
detriment as a result of the whistleblowing. This does not necessarily mean that if you are 
already the subject of procedures such as disciplinary, improving performance, grievance or 
managing attendance, that those procedures will be halted as a result of your whistleblowing. 

 
1.9 Where feasible, you will be contacted when your concern has been investigated to ascertain 

whether you have suffered any detriment as a result of your whistleblowing. If at any time, 
either during or after the investigation, you feel that you have suffered any detriment as a 
result of your whistleblowing you should contact your union, the Head Teacher, the Chair of 
the Governing Body, the Chief Education Officer or the BLP Board of Directors. 

 
Confidentiality 

1.10 The Trust treats the details of all whistleblowers in confidence and will not intentionally 
divulge your identify without your consent. However, it must be appreciated that the 
investigation process may reveal the source of the information without us revealing your 
identity directly, and in some circumstances a statement by you may be required as part of 
the evidence. 
 
 Anonymous Allegations 

1.11 Allegations can be made anonymously. However, this policy encourages you to provide your 
name and contact details when making your allegation, as concerns expressed anonymously 
are often much more difficult to investigate. For example, we may need to contact you to 
obtain further information or verify the details you have already given us. 
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1.12 Anonymous allegations will be considered wherever possible at the discretion of the Trust. 
The factors to be taken into account when determining whether an investigation in such a 
case can proceed would include: 

 

 the seriousness of the issues raised 

 the credibility of the concern; and 

 the likelihood of confirming the allegation from other, attributable sources 
 

 
 
Untrue or Malicious Allegations 

1.13 If you make an allegation in the public interest and which you had a reason to believe was 
true, but it is not confirmed by the investigation, no action will be taken against you. If, 
however, you make malicious or vexatious allegations which you could not have reasonably 
believed was true, appropriate action may be taken against you including disciplinary action. 

 
 
2. MAIN LEGISLATIVE AND NATIONAL GUIDANCE AND OTHER RELEVANT 

DOCUMENTS 
The requirement to have clear whistle-blowing procedures in place is set out in the 
Academies Financial Handbook.  

 
Public Interest Disclosure Act (1998)  
Data Protection Act (2018)  
Freedom of Information Act (2000)  
Employment legislation  
Employment policies 
The Enterprise and Regulatory Reform Act (2013) 
General Data Protection Regulation 2018 
This policy has been written in line with government guidance on whistle-blowing.  
 
Links with other policies 
This policy links with our policies on: 
Staff Grievance policy 
Complaints Policy 
Safeguarding and Child Protection Policy 
BLP Financial Handbook 

 

 
 

 
 
3. PROCEDURES 
 

How to Raise a Concern 
3.1 It is important that you feel comfortable in raising legitimate concerns in the public interest, 

as this provides the trust with an opportunity to address the associated issues as early as 
possible. The earlier you express the concern, the easier it is to take action. Over time these 
details can be forgotten, or remembered incorrectly, which can make a concern more difficult 
to investigate and so it would help us if you make a note of your concerns at the time and let 
us know about them as soon as possible. 

 
3.2 As a first step, you should normally raise concerns with your immediate manager or other 

appropriate manager. This depends, however, on the seriousness and sensitivity of the 
issues involved and who is thought to be involved in the malpractice. For example, if you 
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believe that management is involved, you should contact the Head Teacher of your school, 
the Chief Education Officer, the Governing Body or the BLP Board of Directors. The Chief 
Education Officer is Ms C Lennon and the Board Director responsible for whistleblowing 
issues is Mr Neil Clephan c/o The Brigshaw Learning Partnership, Brigshaw High school, 
Brigshaw Lane, Allerton Bywater, Castleford WF10 2HR . 

 
3.3 You may invite your trade union or professional association to raise a matter on your behalf. 
 
3.4 Concerns may be raised in writing and/or by email to the following. All referrals made will be 

treated in the strictest of confidence. 
 

 Your manager 

 Head Teacher 

 Chief Education Officer 

 Chair of Governing Body 

 Chair of the BLP Board 
 
3.5 Although you are not expected to prove an allegation, you will need to demonstrate that there 

are sufficient grounds for your concern. It would be useful to provide relevant information 
including, where possible, such as: 

 

 The background and history to the case; 

 The reason why you are particularly concerned 

 Any specific details available including names, dates, times and places; 

 Details of any particular conversations that support the concerns; 

 Details any personal interest that you may have in the matter; and 

 How you think that things may be put right, if possible. 
 
3.6 If a concern is discussed with someone directly involved then it creates an opportunity for 

evidence to be tampered with or removed. Concerns should not be discussed with others 
who are not involved in an appropriately structured investigation. Doing so may leave you 
open to accusations of making slanderous or libellous comments should your concerns be 
unfounded, as these could damage the reputation of individuals and the Trust even if there 
is no evidence of any wrongdoing. 

 
3.7 There are special rules surrounding the gathering of evidence. Any attempt to gather 

evidence by people who are unfamiliar with these rules may adversely affect the outcome of 
the case as evidence has to be collected in accordance with current legislation. This is of 
particular importance in regard to surveillance. If you are at all unsure about the gathering of 
evidence, advice is available from the Headteacher / Chief Education Officer / Chair of 
Governors / or other senior member of BLP staff. 

 
How the BLP Will Respond 

3.8 The action taken by the Trust will depend on the nature of the concern. The matters raised 
may: 
 

 be investigated internally, (this is the most likely option) 

 be referred to the Police 

 be referred to the external auditor 

 form the subject of an independent inquiry 

 or any combination of the above 
 

3.9 In order to protect individuals and the Trust, initial enquiries will be made to decide whether 
an investigation is appropriate and, if so, what form it should take. Concerns or allegations 
that fall within the scope of specific procedures (for example, child protection or 
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discrimination issues) will normally be referred for consideration under those procedures. 
 
3.10 Some concerns may be resolved by agreed action without the need for investigation. 
 
3.11 Within ten working days of a concern being received, where appropriate, the Trust will write 

to you: 
 

 acknowledging that the concern has been received 

 indicating how it proposes to deal with the matter (including potential timescales) 

 telling you whether any initial enquiries have been made; and 

 telling you whether further investigations will take place and, if not, why not. 
 
3.12 The amount of contact between the person(s) considering the issues and you, will depend 

on the nature of the matters raised, the potential difficulties involved and the clarity of the 
information provided. If necessary, further information will be sought from you. 

 
3.13 When any meeting is arranged, you have the right, if you wish, to be accompanied by a 

Union or professional association representative or a colleague who is not involved in the 
area of work to which the concern relates. 

 
3.14 The Trust will take steps to minimise any difficulties that you may experience as a result of 

raising a concern. For instance, if you are required to give evidence in criminal or disciplinary 
proceedings, the Trust will advise you about the procedure. 

 
3.15 The Trust acknowledges the need to provide you with assurance that the matter has been 

properly addressed. Thus, subject to legal constraints, you will receive appropriate 
information about the extent and outcomes of any investigations. 

 
How the Matter can be Taken Further 

3.16 This policy is intended to provide you with an avenue to raise concerns within the 
organisation. The Trust hopes you will be satisfied. If you are not, and if you feel it is right to 
take the matter further, the following are possible contact points. 

 

 Relevant professional bodies or regulatory organisations 

 Your union 

 The Health and Safety Executive (HSE) 

 The Information Commissioner 

 Your local Council Member (if you live in the area of the Council). A list of Council 
Members is available from Members Service (0113) 2243206 or on the internet at 
http://democracy.leeds.gov.uk 

 Your solicitor 

 The Police 

 Public Concern at Work 020 7404 6609 http://www.pcaw.org.uk/ 
(independent charity that provides free advice for employees who wish to express 
concerns about fraud or other serious malpractice) 

 The Department for Business, Energy and Industrial Strategy www.gov.uk/beis 
 
3.17 If you do take the matter outside the Trust, you will need to ensure that you do not disclose 

confidential information or that disclosure would be privileged. If you have any queries as to 
what constitutes confidential information, please seek advice. 

 
Support for whistleblowers 

3.18 Everything possible will be done to manage employment relationships following a genuine 
and reasonable concern being raised. 
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4. ROLE AND RESPONSIBILITIES 
Beyond the immediate actions, the Headteacher, trustees and other staff, if necessary, will review 
the relevant policies and procedures to prevent future occurrences of the same wrongdoing. 

 
 

The BLP Board of Directors 
The Board of Directors has overall responsibility for: 

 maintaining and operating the policy 

 annual review of the policy 

 annual report on the effectiveness of the policy 

 approving amendments to the policy 

 promoting the policy periodically 
 

Headteachers 
Headteachers of individual schools will: 

 maintain a record of concerns raised and the outcomes (but in a form that does not 
endanger your confidentiality) and will report as necessary to the BLP Board of 
Directors via the CEO. 

 
Managers/Leaders 
To undertake investigations without undue delay. To maintain confidentiality. 
 
Employees 
To raise issues of concern responsibly. 
 
Others 
As an employee of a contractor of the school/Trust or a partner organisation, it is recognised 
that in some cases, you may have concerns which you may want to bring to our attention. 
The Trust is committed to encouraging all individuals, including non-Trust employees to raise 
serious concerns with the organisation. Whilst we would seek always to protect the 
anonymity of individuals raising concerns in good faith, the Whistleblowing Policy does not 
protect employees of external organisations in the same way as Trust employees. 

 
5. COMPLAINTS 
 

An individual wishing to make a complaint about anything relating to this policy should refer 
to the BLP Complaint Policy published on the BLP Website. 

 
 
6. FURTHER GUIDANCE & INFORMATION 
 

Further guidance and information to support the implementation of this policy is available in 
a separate document published by the BLP. 
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Summary 

What is the status of this guidance?  
This is statutory guidance from the Department for Education (the department) issued 
under Section 175 of the Education Act 2002, the Education (Independent School 
Standards) Regulations 2014, and the Non-Maintained Special Schools (England) 
Regulations 2015. Schools and colleges in England must have regard to it when carrying 
out their duties to safeguard and promote the welfare of children. For the purposes of this 
guidance children includes everyone under the age of 18. 

COVID-19 

Keeping Children Safe in Education (KCSIE) remains in force throughout the response to 
coronavirus (COVID-19). 

The department has issued non-statutory interim guidance on safeguarding in schools, 
colleges and other providers during the coronavirus outbreak. This guidance supports 
governing bodies, proprietors, senior leadership teams and designated safeguarding 
leads to continue to have appropriate regard to KCSIE and keep their children safe. It 
suggests where schools and colleges might consider safeguarding policy and process 
differently when compared to business as usual. 

About this guidance 
We use the terms “must” and “should” throughout the guidance. We use the term 
“must” when the person in question is legally required to do something and “should” 
when the advice set out should be followed unless there is good reason not to. 

The guidance should be read alongside:  

• statutory guidance Working Together to Safeguard Children;   

• departmental advice What to do if you are Worried a Child is Being Abused - 
Advice for Practitioners; and 

• departmental advice COVID-19: safeguarding in schools, colleges and other 
providers    

Unless otherwise specified:  
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• ‘school’ means: all schools whether maintained, non-maintained or independent 
schools (including academies, free schools and alternative provision academies), 
maintained nursery schools1 and pupil referral units. 

• ‘college’ means further education colleges and sixth-form colleges as established 
under the Further and Higher Education Act 1992 and institutions designated as 
being within the further education sector.2 It relates to their responsibilities towards 
children who are receiving education or training at the college. It excludes 16-19 
academies and free schools (which are required to comply with relevant 
safeguarding legislation by virtue of their funding agreement).  

Who this guidance is for 

This statutory guidance should be read and followed by: 

• governing bodies of maintained schools (including maintained nursery schools) 
and colleges;  

• proprietors of independent schools (including academies, free schools and 
alternative provision academies) and non-maintained special schools. In the case 
of academies, free schools and alternative provision academies, the proprietor will 
be the academy trust; and 

• management committees of pupil referral units (PRUs). 

The above persons should ensure that all staff in their school or college read at least 
Part one of this guidance. The above persons should ensure that mechanisms are in 
place to assist staff to understand and discharge their role and responsibilities as set out 
in Part one of this guidance.  

This guidance replaces Keeping Children Safe in Education September 2019. 

A table of changes is included at Annex H. We have made changes in three 
circumstances. Firstly, where legislation has required it e.g. reflecting mandatory 
Relationship Education, Relationship and Sex Education and Health Education from 
September 2020. Secondly, where we have helpful additional information that will 
support schools and colleges protect their children e.g. mental health, domestic abuse, 
child criminal and sexual exploitation and county lines. Finally, important clarifications 
which will help the sector better understand and/or follow our guidance.   

 
 

1 The Early Years Foundation Stage Framework (EYFS) is mandatory for all early years’ providers. It applies to all 
schools, including maintained nursery schools that have early years provision. Maintained nursery schools, like the 
other schools listed under ‘About this guidance’, must have regard to Keeping Children Safe in Education when 
carrying out duties to safeguard and promote the welfare of children (by virtue of section 175(2) of the Education Act 
2002 – see footnote 18 for further detail on this requirement). 
2 Under section 28 of the Further and Higher Education Act 1992 (‘designated institutions’).  
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Part one: Safeguarding information for all staff 

What school and college staff should know and do 

A child centred and coordinated approach to safeguarding  

1. Schools and colleges and their staff are an important part of the wider 
safeguarding system for children. This system is described in statutory guidance Working 
Together to Safeguard Children.   

2. Safeguarding and promoting the welfare of children is everyone’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 practitioners 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.  

3. No single practitioner can have a full picture of a child’s needs and circumstances. 
If children and families are to receive the right help at the right time, everyone who 
comes into contact with them has a role to play in identifying concerns, sharing 
information and taking prompt action.  

4. Safeguarding and promoting the welfare of children is defined for the purposes of 
this guidance as:  

• protecting children from maltreatment;  
• preventing impairment of children’s mental and physical health or development; 
• ensuring that children grow up in circumstances consistent with the provision of 

safe and effective care; and  
• taking action to enable all children to have the best outcomes. 

 
5. Children includes everyone under the age of 18. 

The role of school and college staff 

6. School and college staff are particularly important as they are in a position to 
identify concerns early, provide help for children, and prevent concerns from escalating.  

7. All staff have a responsibility to provide a safe environment in which children can 
learn. 
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8. All staff should be prepared to identify children who may benefit from early help.3 
Early help means providing support as soon as a problem emerges at any point in a 
child’s life, from the foundation years through to the teenage years. 

9. Any staff member who has a concern about a child’s welfare should follow the 
referral processes set out in paragraphs 41-53. Staff should expect to support social 
workers and other agencies following any referral.  

10. Every school and college should have a designated safeguarding lead who will 
provide support to staff to carry out their safeguarding duties and who will liaise closely 
with other services such as children’s social care. 

11. The designated safeguarding lead (and any deputies) are most likely to have a 
complete safeguarding picture and be the most appropriate person to advise on the 
response to safeguarding concerns.  

12. The Teachers’ Standards 2012 state that teachers (which includes headteachers) 
should safeguard children’s wellbeing and maintain public trust in the teaching profession 
as part of their professional duties.4 

What school and college staff need to know 

13. All staff should be aware of systems within their school or college which support 
safeguarding and these should be explained to them as part of staff induction. This 
should include the:  

• child protection policy;  

• behaviour policy;5 

• staff behaviour policy (sometimes called a code of conduct); 

• safeguarding response to children who go missing from education; and 

• role of the designated safeguarding lead (including the identity of the designated 
safeguarding lead and any deputies).  

Copies of policies and a copy of Part one of this document should be provided to staff at 
induction.  

 
 

3 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children. 
4 The Teachers' Standards apply to: trainees working towards QTS; all teachers completing their statutory induction 
period (newly qualified teachers [NQTs]); and teachers in maintained schools, including maintained special schools, 
who are subject to the Education (School Teachers’ Appraisal) (England) Regulations 2012. 
5 All schools are required to have a behaviour policy (full details are here). If a college chooses to have a behaviour 
policy it should be provided to staff as described above.  
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14. All staff should receive appropriate safeguarding and child protection training 
which is regularly updated. In addition, all staff should receive safeguarding and child 
protection updates (for example, via email, e-bulletins and staff meetings), as required, 
and at least annually, to provide them with relevant skills and knowledge to safeguard 
children effectively.   

15. All staff should be aware of their local early help6 process and understand their 
role in it.  

16. 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, especially section 17 
(children in need) and section 47 (a child suffering, or likely to suffer, significant harm) 
that may follow a referral, along with the role they might be expected to play in such 
assessments.7  

17. All staff should know what to do if a child tells them he/she is being abused or 
neglected. Staff should know how to manage the requirement to maintain an appropriate 
level of confidentiality. This means only involving those who need to be involved, such as 
the designated safeguarding lead (or a deputy) and children’s social care. Staff should 
never promise a child that they will not tell anyone about a report of abuse, as this may 
ultimately not be in the best interests of the child. 

What school and college staff should look out for 

Early help 

18. 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 at risk of modern slavery, trafficking or exploitation; 
• is at risk of being radicalised or exploited; 
• is in a family circumstance presenting challenges for the child, such as drug and 

alcohol misuse, adult mental health issues and domestic abuse; 
 

 

6 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children. 
7 More information on statutory assessments is included at paragraph 48. Detailed information on statutory 
assessments can be found in Chapter 1 of Working Together to Safeguard Children. 
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• is misusing drugs or alcohol themselves; 
• has returned home to their family from care; and 
• is a privately fostered child. 

 

Abuse and neglect 

19. Knowing what to look for is vital to the early identification of abuse and neglect. All 
staff should be aware of indicators of abuse and neglect so that they are able to identify 
cases of children who may be in need of help or protection. If staff are unsure, they 
should always speak to the designated safeguarding lead (or deputy). 

20. All school and college staff should be aware that abuse, neglect and safeguarding 
issues are rarely stand-alone events that can be covered by one definition or label. In 
most cases, multiple issues will overlap with one another.  

21. All staff should be aware that safeguarding incidents and/or behaviours can be 
associated with factors outside the school or college and/or can occur between children 
outside of these environments. All staff, but especially the designated safeguarding lead 
(and deputies) should consider whether children are at risk of abuse or exploitation in 
situations outside their families. Extra-familial harms take a variety of different forms and 
children can be vulnerable to multiple harms including (but not limited to) sexual 
exploitation, criminal exploitation, and serious youth violence.   

Indicators of abuse and neglect 

22. Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child 
by inflicting harm or by failing to act to prevent harm. Children may be abused in a family 
or in an institutional or community setting by those known to them or, more rarely, by 
others. Abuse can take place wholly online, or technology may be used to facilitate offline 
abuse. Children may be abused by an adult or adults or by another child or children. 

23. 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. 

24. Emotional abuse: the persistent emotional maltreatment of a child such as to 
cause severe and adverse effects on the child’s emotional development. It may involve 
conveying to a child that they are worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another person. It may include not giving the child 
opportunities to express their views, deliberately silencing them or ‘making fun’ of what 
they say or how they communicate. It may feature age or developmentally inappropriate 
expectations being imposed on children. These may include interactions that are beyond 
a child’s developmental capability as well as overprotection and limitation of exploration 
and learning, or preventing the child from participating in normal social interaction. It may 
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involve seeing or hearing the ill-treatment of another. It may involve serious bullying 
(including cyberbullying), causing children frequently to feel frightened or in danger, or 
the exploitation or corruption of children. Some level of emotional abuse is involved in all 
types of maltreatment of a child, although it may occur alone.  

25. Sexual abuse: involves forcing or enticing a child or young person to take part in 
sexual activities, not necessarily involving a high level of violence, whether or not the 
child is aware of what is happening. The activities may involve physical contact, including 
assault by penetration (for example rape or oral sex) or non-penetrative acts such as 
masturbation, kissing, rubbing and touching outside of clothing. They may also include 
non-contact activities, such as involving children in looking at, or in the production of, 
sexual images, watching sexual activities, encouraging children to behave in sexually 
inappropriate ways, or grooming a child in preparation for abuse. Sexual abuse can take 
place online, and technology can be used to facilitate offline abuse. Sexual abuse is not 
solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children. The sexual abuse of children by other children is a specific safeguarding 
issue in education (see paragraph 29). 

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

Safeguarding issues 

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

Child Sexual Exploitation (CSE) and Child Criminal Exploitation (CCE) 

28. Both CSE and CCE are forms of abuse and both occur where an individual or 
group takes advantage of an imbalance in power to coerce, manipulate or deceive a child 
into sexual or criminal activity. Whilst age may be 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. In 
some cases, the abuse will be in exchange for something the victim needs or wants 
and/or will be to the financial benefit or other advantage (such as increased status) of the 
perpetrator or facilitator. The abuse can be perpetrated by individuals or groups, males or 
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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. It can 
involve force and/or enticement-based methods of compliance and may, or may not, be 
accompanied by violence or threats of violence. Victims can be exploited even when 
activity appears consensual and it should be noted exploitation as well as being physical 
can be facilitated and/or take place online. More information include definitions and 
indicators are included in Annex A. 
 
Peer on peer abuse 

29. All staff should be aware that children can abuse other children (often referred to 
as 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,8 such as rape, assault by penetration and sexual assault;  
• sexual harassment,9 such as sexual comments, remarks, jokes and online sexual 

harassment, which may be stand-alone or part of a broader pattern of abuse; 
• upskirting,10 which typically involves taking a picture 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; 

• sexting (also known as youth produced sexual imagery); and 
• initiation/hazing type violence and rituals. 

30. All staff should be clear as to the school’s or college’s policy and procedures with 
regards to peer on peer abuse.  

Serious violence 

31. All staff should be aware of indicators, which may signal that children are at risk 
from, or are involved with serious violent crime. These may include increased absence 
from school, a change in friendships or relationships with older individuals or groups, a 
significant decline in performance, signs of self-harm or a significant change in wellbeing, 
or signs of assault or unexplained injuries. Unexplained gifts or new possessions could 
also indicate that children have been approached by, or are involved with, individuals 
associated with criminal networks or gangs.  

32.      All staff should be aware of the associated risks and understand the measures 
in place to manage these. Advice for schools and colleges is provided in the Home 

 
 

8 For further information about sexual violence see Annex A. 
9 For further information about sexual harassment see Annex A. 
10 For further information about ‘upskirting’ see Annex A.  
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Office’s Preventing youth violence and gang involvement and its Criminal exploitation of 
children and vulnerable adults: county lines guidance.11 

Female Genital Mutilation  

33. Whilst all staff should speak to the designated safeguarding lead (or deputy) with 
regard to any concerns about female genital mutilation (FGM), there is a specific legal 
duty on teachers.12 If a teacher, in the course of their work in the profession, discovers 
that an act of FGM appears to have been carried out on a girl under the age of 18, the 
teacher must report this to the police. See Annex A for further details.  

Mental Health 

34.  All staff should also be aware that mental health problems can, in some cases, be 
an indicator that a child has suffered or is at risk of suffering abuse, neglect or 
exploitation. 

35.  Only appropriately trained professionals should attempt to make a diagnosis of a 
mental health problem. Staff however, are well placed to observe children day-to-day and 
identify those whose behaviour suggests that they may be experiencing a mental health 
problem or be at risk of developing one.  

36.  Where children have suffered abuse and neglect, or other potentially traumatic 
adverse childhood experiences, this can have a lasting impact throughout childhood, 
adolescence and into adulthood. It is key that staff are aware of how these children’s 
experiences, can impact on their mental health, behaviour and education. 

37.  If staff have a mental health concern about a child that is also a safeguarding 
concern, immediate action should be taken, following their child protection policy and 
speaking to the designated safeguarding lead or a deputy.  

38. The department has published advice and guidance on Preventing and Tackling 
Bullying, and Mental Health and Behaviour in Schools (which may also be useful for 
colleges). In addition, Public Health England has produced a range of resources to 
support secondary school teachers to promote positive health, wellbeing and resilience 
among young people including its guidance Promoting children and young people’s 
emotional health and wellbeing. Its resources include social media, forming positive 
relationships, smoking and alcohol. See Rise Above for links to all materials and lesson 
plans. 

 
 

11 For further information about county lines see Annex A. 
12 Under Section 5B(11) (a) of the Female Genital Mutilation Act 2003, “teacher” means, in relation to England, a 
person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry out teaching work at 
schools and other institutions in England).   
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Additional information and support 

39. Departmental advice What to Do if You Are Worried a Child is Being Abused - 
Advice for Practitioners provides more information on understanding and identifying 
abuse and neglect. Examples of potential indicators of abuse and neglect are highlighted 
throughout the advice and will be particularly helpful for school and college staff. The 
NSPCC website also provides useful additional information on abuse and neglect and 
what to look out for. 

40. Annex A contains important additional information about specific forms of abuse 
and safeguarding issues. School and college leaders and those staff who work directly 
with children should read the annex. 

What school and college staff should do if they have concerns about a 
child 

41. Staff working with children are advised to maintain an attitude of ‘it could happen 
here’ where safeguarding is concerned. When concerned about the welfare of a child, 
staff should always act in the best interests of the child. 

42. If staff have any concerns about a child’s welfare, they should act on them 
immediately. See page 17 for a flow chart setting out the process for staff when they 
have concerns about a child. 

43. If staff have a concern, they should follow their own organisation’s child protection 
policy and speak to the designated safeguarding lead (or deputy). 

44. Options will then include: 

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

• an early help assessment;13 or 
• a referral for statutory services,14 for example as the child might be in need, is in 

need or suffering or likely to suffer harm. 

 
 

13 Further information on early help assessments, provision of early help services and accessing services is in Chapter 
1 of Working Together to Safeguard Children.  
14 Chapter 1 of Working Together to Safeguard Children sets out that the safeguarding partners should publish a 
threshold document that should include the criteria, including the level of need, for when a case should be referred to 
local authority children’s social care for assessment and for statutory services under section 17 and 47. Local 
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45. The designated safeguarding lead or a deputy should always be available to 
discuss safeguarding concerns. If in exceptional circumstances, the designated 
safeguarding lead (or deputy) is not available, this should not delay appropriate action 
being taken. Staff should consider speaking to a member of the senior leadership team 
and/or take advice from local children’s social care. In these circumstances, any action 
taken should be shared with the designated safeguarding lead (or deputy) as soon as is 
practically possible. 

46. 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. Information Sharing: Advice for Practitioners 
Providing Safeguarding Services to Children, Young People, Parents and Carers  
supports staff who have to make decisions about sharing information. This advice 
includes the seven golden rules for sharing information and considerations with regard to 
the Data Protection Act 2018 and General Data Protection Regulation (GDPR). If in any 
doubt about sharing information, staff should speak to the designated safeguarding lead 
or a deputy. Fears about sharing information must not be allowed to stand in the way of 
the need to promote the welfare, and protect the safety of children.   

Early help 

47. If early help is appropriate, the designated safeguarding lead (or deputy) 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 practitioner. 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.  

Statutory assessments 

48.  Where a child is suffering, or is likely to suffer from harm, it is important 
that a referral to children’s social care (and if appropriate the police) is made 
immediately. Referrals should follow the local referral process.   

Children in need 

A child in need is defined under the Children Act 1989 as a child who is unlikely to 
achieve or maintain a reasonable level of health or development, or whose health and 

 
 

authorities, with their partners, should develop and publish local protocols for assessment. A local protocol should set 
out clear arrangements for how cases will be managed once a child is referred into local authority children’s social 
care. 
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development is likely to be significantly or further impaired, without the provision of 
services; or a child who is disabled. Local authorities are required to provide services for 
children in need for the purposes of safeguarding and promoting their welfare. Children in 
need may be assessed under section 17 of the Children Act 1989.  

Children suffering or likely to suffer significant harm 

Local authorities, with the help of other organisations as appropriate, have a duty to 
make enquiries under section 47 of the Children Act 1989 if they have reasonable cause 
to suspect that a child is suffering, or is likely to suffer, significant harm. Such enquiries 
enable them to decide whether they should take any action to safeguard and promote the 
child’s welfare and must be initiated where there are concerns about maltreatment, 
including all forms of abuse and neglect, female genital mutilation or other so-called 
honour based violence, and extra-familial threats like radicalisation and sexual 
exploitation.  

49. The online tool Report Child Abuse to Your Local Council directs to the relevant 
local children’s social care contact number. 

What will the local authority do? 

50. Within one working day of a referral being made, a local authority social worker 
should acknowledge receipt to the referrer and make a decision about the next steps and 
the type of response that is required. This will include determining whether: 

• the child requires immediate protection and urgent action is required; 
• the child is in need, and should be assessed under section 17 of the Children Act 

1989; 
• 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 of the Children Act 1989; 

• any services are required by the child and family and what type of services; 
• further specialist assessments are required to help the local authority to decide 

what further action to take; and 
• to see the child as soon as possible if the decision is taken that the referral 

requires further assessment. 

51. The referrer should follow up if this information is not forthcoming.  

52. If social workers decide to carry out a statutory assessment, staff should do 
everything they can to support that assessment (supported by the designated 
safeguarding lead (or deputy) as required).  

53. If, after a referral, the child’s situation does not appear to be improving, the referrer 
should consider following local escalation procedures to ensure their concerns have been 
addressed and, most importantly, that the child’s situation improves.  
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Record keeping 

54. All concerns, discussions and decisions made, and the reasons for those 
decisions, should be recorded in writing. If in doubt about recording requirements, staff 
should discuss with the designated safeguarding lead (or deputy).  

Why is all of this important?  

55. It is important for children to receive the right help at the right time to address risks 
and prevent issues escalating. Research and serious case reviews have repeatedly 
shown the dangers of failing to take effective action.15 Examples of poor practice include:  

• failing to act on and refer the early signs of abuse and neglect;  
• poor record keeping;  
• failing to listen to the views of the child;  
• failing to re-assess concerns when situations do not improve;  
• not sharing information;  
• sharing information too slowly; and  
• a lack of challenge to those who appear not to be taking action. 

What school and college staff should do if they have safeguarding 
concerns about another staff member who may pose a risk of harm to 
children 

56. If staff have safeguarding concerns, or an allegation is made about another 
member of staff (including supply staff and volunteers) posing a risk of harm to children, 
then:  

• this should be referred to the headteacher or principal;  
• where there are concerns/allegations about the headteacher or principal, this 

should be referred to the chair of governors, chair of the management committee 
or proprietor of an independent school; and  

• in the event of concerns/allegations about the headteacher, where the 
headteacher is also the sole proprietor of an independent school, this should be 
reported directly to the designated officer(s) at the local authority.  

 
Further details can be found in Part four of this guidance. 

 
 

15  An analysis of serious case reviews can be found at gov.uk/government/publications/analysis-of-serious-case-
reviews-2014-to-2017 
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What school or college staff should do if they have concerns about 
safeguarding practices within the school or college 

57. All staff and volunteers should feel able to raise concerns about poor or unsafe 
practice and potential failures in the school’s or college’s safeguarding regime, and know 
that such concerns will be taken seriously by the senior leadership team. 

58.  Appropriate whistleblowing procedures should be put in place for such concerns 
to be raised with the school’s or college’s senior leadership team.  

59. Where a staff member feels unable to raise an issue with their employer, or feels 
that their genuine concerns are not being addressed, other whistleblowing channels may 
be open to them:  

• general guidance on whistleblowing can be found via: Advice on Whistleblowing; 
and 

• the NSPCC’s what you can do to report abuse dedicated helpline is available as an 
alternative route for staff who do not feel able to raise concerns regarding child 
protection failures internally or have concerns about the way a concern is being 
handled by their school or college. Staff can call 0800 028 0285 – line is available 
from 8:00 AM to 8:00 PM, Monday to Friday and email: help@nspcc.org.uk.16 

 
  

 
 

16 Alternatively, staff can write to: National Society for the Prevention of Cruelty to Children (NSPCC), Weston House, 
42 Curtain, Road, London EC2A 3NH.  
 

l
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Actions where there are concerns about a child 

 

 
1 In cases which also involve a concern or an allegation of abuse against a staff member, see Part Four of this 
guidance. 
2 Early help means providing support as soon as a problem emerges at any point in a child’s life. Where a child would 
benefit from co-ordinated early help, an early help inter-agency assessment should be arranged. Chapter one of 
Working Together to Safeguard Children provides detailed guidance on the early help process. 
3 Referrals should follow the process set out in the local threshold document and local protocol for assessment. 
Chapter one of Working Together to Safeguard Children. 
4 Under the Children Act 1989, local authorities are required to provide services for children in need for the purposes of 
safeguarding and promoting their welfare. Children in need may be assessed under section 17 of the Children Act 
1989. Under section 47 of the Children Act 1989, where a local authority has reasonable cause to suspect that a child 
is suffering or likely to suffer significant harm, it has a duty to make enquiries to decide whether to take action to 
safeguard or promote the child’s welfare. Full details are in Chapter one of Working Together to Safeguard Children. 
5 This could include applying for an Emergency Protection Order (EPO). 
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Statement of intent 
 

At The Brigshaw Learning Partnership, we are committed to the health and safety of 

our staff, pupils and visitors. Ensuring the safety of our community is of paramount 

importance, and this policy reflects our dedication to creating a safe learning 

environment. 

We are committed to: 

 Providing a productive and safe learning environment. 

 Preventing accidents and any work-related illnesses. 

 Compliance with all statutory requirements. 

 Minimising risks via assessment and policy. 

 Providing safe working equipment and establishing safe working methods. 

procedures amongst staff, pupils and all visitors to the school site 

 Including all staff and representatives in health and safety decisions. 

 Monitoring and reviewing our policies to ensure effectiveness. 

 Setting high targets and objectives to develop the school’s culture of continuous 

improvement. 

 Ensuring adequate welfare facilities are available throughout our school. 

 Ensuring adequate resources are available to address health and safety issues, so 

far as is reasonably practicable. 

 Having robust procedures in place in case of emergencies 

 Ensure that the premises and equipment are maintained safely, and are regularly 

inspected 

 

 

1. Legal framework  
1.1. This policy has due regard to statutory legislation including, but not limited to, 

the following: 

 Health and Safety at Work etc. Act 1974 

 Workplace (Health, Safety and Welfare) Regulations 1992 

 Management of Health and Safety at Work Regulations 1999 

 Control of Substances Hazardous to Health Regulations 2002 

 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR) 2013 

 The Health and Safety (Display Screen Equipment) Regulations 1992, 
which require employers to carry out digital screen equipment 
assessments and states users’ entitlement to an eyesight test 

 The Gas Safety (Installation and Use) Regulations 1998, which require 
work on gas fittings to be carried out by someone on the Gas Safe 
Register 

 The Regulatory Reform (Fire Safety) Order 2005, which requires 
employers to take general fire precautions to ensure the safety of their 
staff 
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 The Work at Height Regulations 2005, which requires employers to 
protect their staff from falls from height 

 Sections of this policy are also based on the statutory framework for the 
Early Years Foundation Stage. 

 

 

1.2. This policy has due regard to national guidance including, but not limited to, the 

following: 

 DfE ‘Health and safety: advice on legal duties and powers’ 2014  

 DfE Health and safety: Responsibilities and Duties for Schools  

 DfE ‘Keeping Children Safe in Education’  

 HSE ‘Sensible health and safety management in schools’ 2014  

 The school follows national guidance published by Public Health England 

when responding to infection control issues. 

 

1.3. This policy should be used in conjunction with the following school policies and 

procedures: 

 Asbestos management procedures 

 First Aid Policy 

 Supporting Pupils with Medical Conditions Policy 

 Infection control procedures 

 Risk Management Policy 

 Educational Visits Policy, procedures, government advice and OEAP 

National Guidance 

 Manual handling procedures 

 Working at heights procedures 

 Lone Working procedures 

 Adverse weather procedures 

 Emergency evacuation and lockdown procedures 

 Personal Emergency Evacuation Plan  

 Fire evacuation plan 

 Accident Reporting and Management Process  

 Curriculum safety procedures  

 BLP Staff Code of Conduct Policy 

 Accessibility Plan 

 Leeds CC Health and Safety Handbook for Schools contains detailed 

health and safety procedures and has been adopted by The Brigshaw 

Learning Partnership – The contents are outlined in appendix 1 

 Remote Working Procedures 

 Online Safety Guidance 

 

 

https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2


BLP Handbook Appendix C                                                                       Health and Safety Policy 

 

This policy complies with our Funding Agreement and Articles of Association. 

 

 

2. Duties of The Brigshaw Learning Partnership (BLP) Board  
2.1. The Brigshaw Learning Partnership, as the employer, has ultimate 

responsibility for health and safety matters in BLP schools, but will delegate 

day-to-day responsibility to the Headteacher and Local Governing body, The 

BLP Board has a duty to: 

 Ensure familiarity with the requirements of the appropriate legislation, 

government guidance and codes of practice. 

 Create and monitor a management structure responsible for health and 

safety in the school. 

 Ensure there is a detailed and enforceable policy for health and safety, 

and that the policy is implemented by all. 

 Periodically assess the effectiveness of the policy and ensure any 

necessary changes are made. 

 Identify risks relating to possible accidents and injuries, and make 

reasonable adjustments to prevent them occurring. 

 Assess the risks to staff and others affected by school activities in order to 
identify and introduce the health and safety measures necessary to 
manage those risks. This applies to activities on or off the school 
premises. 

 Inform employees about risks and the measures in place to manage them 

 Ensure that adequate health and safety training is provided 

 

2.2. The Brigshaw Learning Partnership, in partnership with the school Local 

Governing Body endeavors to provide: 

 A safe place for all users of the site including staff, pupils and visitors. 

 Safe means of entry and exit for all site users. 

 Equipment, grounds and systems of work which are safe. 

 Safe arrangements for the handling, storage and transportation of any 

articles and substances. 

 Safe and healthy working conditions that comply with statutory 

requirements, codes of practice and guidance. 

 Supervision, training and instruction so that all staff can perform their 

duties in a healthy and safe manner. 

 Where necessary, protective equipment and clothing, along with any 

necessary guidance and instruction. 

3. Duties of the Headteacher 
The Headteacher is responsible for health and safety day-to-day. This involves: 

 



BLP Handbook Appendix C                                                                       Health and Safety Policy 

 

 
3.1. The headteacher will report to the Local Governing Body on health and safety 

measures. 

3.2. The headteacher has the overall responsibility for the day-to-day development 

and implementation of safe working practices and conditions for all staff, pupils 

and visitors. 

3.3. The headteacher will take all reasonably practicable steps to ensure the Health 

and Safety Policy is implemented by the heads of the appropriate departments 

and other members of staff. 

3.4. The headteacher will designate a health and safety officer to be responsible for 

the day-to-day implementation of the Health and Safety Policy.  

3.5. The Headteacher will ensure there is enough staff to safely supervise pupils 

3.6. Ensuring that the school building and premises are safe and regularly inspected  

3.7. Providing adequate training for school staff 

3.8. Ensuring appropriate evacuation procedures are in place and regular fire drills 

are held 

3.9. Ensuring that in the headteacher’s absence, health and safety responsibilities 

are delegated to another member of staff 

3.10. Ensuring all risk assessments are completed and reviewed 

3.11. Monitoring cleaning contracts, and ensuring cleaners are appropriately trained 

and have access to personal protective equipment, where necessary  

3.12. Ensuring staff have appropriate PPE for their role 

 

 

4. Duties of supervisory staff/department heads 
4.1. Supervisory staff will be familiar with the requirements of health and safety 

legislation. 

4.2. In addition to general duties, supervisory staff will be responsible for the 

implementation and operation of the school’s Health and Safety Policy in their 

department, and for areas of responsibility delegated by the Headteacher. 

4.3. Supervisory staff are responsible for adhering to the aspects of health and 

safety that are outlined in their job descriptions. 

4.4. Supervisory staff will take a keen interest in the Health and Safety Policy and 

assist in ensuring all staff, pupils and visitors comply with its requirements. 

5. Duties of all members of staff 
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5.1. School staff have a duty to take care of pupils in the same way that a prudent parent 

would do. All members of staff will: 

 Take reasonable care of their own health and safety, and that of others 

who may be affected by what they do at work. 

 Cooperate with their employers on health and safety matters. 

 Carry out their work in accordance with training and instructions. 

 Inform the employer of any work situation representing a serious and 

immediate danger, so that remedial action can be taken.  

 Familiarise themselves with the Health and Safety Policy and aspects of 

their work related to health and safety. 

 Model safe and hygienic practice for pupils, parents and other staff. 

 Ensure that all staff, pupils and visitors are applying health and safety 

regulations and adhering to any rules, risk assessments, routines and 

procedures in place. 

 Ensure all machinery and equipment is in good working order and safe to 

use, including adequate guards. They will also not allow improper use of 

such equipment. 

 Use the correct equipment and tools for the job and any protective 

clothing supplied. 

 Ensure any toxic, hazardous or flammable substances are used correctly, 

and stored and labelled as appropriate. 

 Report any defects in equipment or facilities to the designated health and 

safety officer. 

 Take an interest in health and safety matters, and suggest any changes 

that they feel are appropriate. 

 Make suggestions as to how the school can reduce the risk of injuries, 

illnesses and accidents. 

 Exercise good standards of housekeeping and cleanliness. 

 Understand emergency evacuation procedures and feel confident in 

implementing them 

 Take reasonable care of their own health and safety and that of others 

who may be affected by what they do at work 

 

 

 

6. Obligations of contractors 
6.1. When the school is used for purposes not under the direction of the 

Headteacher, then, subject to the agreement of the school, the principal person 

in charge of the activities will take responsibility for safe practice in the areas 

under their control. 

6.2. Contractors working on the school premises are required to identify and control 

risks arising from their activities. 

6.3. Contractors will inform the headteacher of all potential risks to staff, pupils and 

visitors. 
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6.4. The school will have an appointed contact to ensure that contractors’ health 

and safety arrangements are in place and followed. 

7. Pupils 
7.1. Pupils will: 

 Exercise personal responsibility for the health and safety of themselves 

and others. 

 Dress in a manner that is consistent with safety and hygiene standards. 

 Respond to the instruction of staff given in an emergency. 

 Observe the health and safety rules of the school. 

 Not misuse, neglect or interfere with items supplied for their, and other 

pupils’, health and safety. 

 Reporting anything they believe to be hazardous or dangerous to their 

Teacher/ Form Tutor/ Headteacher 

8. Training 
8.1. The school will ensure that staff members are provided with the health and 

safety training they need for their job. This may not mean attendance at training 

courses; it may simply involve providing staff with basic instructions and 

information about health and safety in the school.  

8.2. The Headteacher will ensure that there are an appropriate number of first-aid 

trained staff members.  

9. First-aid 
9.1. Schools which belong to the Brigshaw Learning Partnership will act in 

accordance with the BLP First Aid Policy at all times.  

9.2. The school will ensure ample provision is made for both trained personnel and 

first-aid equipment on-site. 

9.3. Staff will follow guidance in the Supporting Pupils with Medical Needs Policy 

and pandemic risk assessments. 

 

10. Contacting the emergency services 
10.1. Following an accident/injury, the first-aider will contact the emergency services 

as necessary, or direct a staff member to do so while they tend to the injured 

party. 

10.2. If there is no first-aider immediately available, a common sense judgement will 

be made by those attending the injured party regarding whether to contact the 

emergency services. 

10.3. Accident Reporting procedures will be followed 
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11. Fire safety  
11.1. All staff members fully understand and effectively implement the Fire 

Management Plan.  

11.2. The headteacher is responsible for certifying that procedures for ensuring that 

safety precautions are properly managed will be discussed, formulated and 

effectively disseminated to all staff. 

11.3. The procedure for fire drills and the use of fire extinguishers will be clear and 

understood by all staff. 

11.4. The school will test evacuation procedures on a regular basis. 

11.5. The evacuation of visitors and contractors will be the responsibility of the person 

they are visiting or working for. 

11.6. Firefighting equipment will be checked on and in accordance with the fire risk 

assessment and management plan. 

11.7. Fire alarms will be tested weekly from different ‘break glass’ fire points around 

the school. Records of tests will be maintained. 

11.8. Emergency lighting will be tested in accordance with the fire risk assessment 

and management plan. Records of testing will be completed 

11.9. The school will have special arrangements in place for the evacuation of people 

with mobility needs and fire risk assessments will also pay particular attention 

to those with disabilities 

11.10. New staff will be trained in fire safety and all staff and pupils will be made aware 

of any new fire risks. 

11.11. In the event of a fire: The alarm will be raised immediately by whoever discovers 

the fire and emergency services contacted. Evacuation procedures will also 

begin immediately 

11.12. When evacuating the building in an emergency, it is acknowledged that 

procedures for social distancing will not be followed 

11.13. Fire extinguishers may be used by staff who are confident they can use them 

without putting themselves or others at risk 

11.14. Staff and pupils will congregate at the assembly points.  

11.15. Form tutors/class teachers will take a register of pupils, which will then be 

checked against the attendance register of that day 

11.16. A register will be taken of all staff *and visitors on site* 

11.17. Staff and pupils will remain outside the building until the emergency services 

say it is safe to re-enter  
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12. Accident reporting 
12.1. All accidents and incidents, including near-misses or dangerous occurrences, 

will be reported as soon as possible in line with the BLP Accident Reporting 

and Management Process using the standard Accident Report Form CF50 (see 

appendix 2) or the Record of Minor Injury (Bump Book). 

 

 

13. Significant accidents 
13.1. Significant accidents; incidents or occurrences, as defined in the Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, 

will be reported to the BLP Compliance Officer and HSE at the earliest 

opportunity.   

13.2. The ‘specified injuries’ which must be reported include the following:  

 Accidents to employees causing either death or major injury 

 Accidents resulting in employees being away from work or being unable 

to perform their normal work duties for more than seven consecutive days 

(this seven-day period does not include the day of the accident) 

 Fractures, other than to fingers, thumbs and toes 

 Amputation of an arm, hand, finger, thumb, leg, foot or toe 

 Any injury likely to lead to permanent loss of sight or reduction in sight in 

one or both eyes 

 Any crush injury to the head or torso, causing damage to the brain or 

internal organs 

 Any burn injury (including scalding) which covers more than 10 percent 

of the whole body’s surface area or causes significant damage to the 

eyes, respiratory system or other vital organs 

 Any degree of scalping requiring hospital treatment 

 Any loss of consciousness caused by head injury or asphyxia 

 Any other injury arising from working in an enclosed space which leads 

to hypothermia or heat-induced illness, or that requires resuscitation or 

admittance to hospital for more than 24 hours 

13.3. Additional reportable occurrences include the following: 

 The collapse, overturning or failure of any load-bearing part of any lifting 

equipment 

 The explosion, collapse or bursting of any closed vessel or pipe work 

 Electrical short circuit or overload resulting in a fire or explosion 

 Unintentional explosion, misfire or failure of demolition to cause the 

intended collapse, projection of material beyond a site boundary, injury 

caused by an explosion 

 Any accidental release of a biological agent likely to cause severe human 

illness 
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 Any collapse or partial collapse of scaffolding over five metres in height 

 When a dangerous substance being conveyed by road is involved in a 

fire or released 

 The unintended collapse of any building or structure under construction, 

alteration or demolition, including walls or floors 

 Any explosion or fire resulting in the suspension of normal work for over 

24 hours 

 Any sudden, uncontrolled release in a building of: 200kg or more of 

flammable liquid, 10kg or more of flammable liquid above its boiling point, 

10kg or more of flammable gas, or 500kg or more of these substances if 

the release is in the open air 

 Accidental release of any substances which may damage health 

 Serious gas incidents 

 Poisonings 

 Skin diseases including but not limited to: occupational dermatitis, skin 

cancer, chrome ulcer, oil folliculitis/acne 

 Lung diseases including, but not limited to: occupational asthma, farmer’s 

lung, asbestosis, mesothelioma 

 Infections including, but not limited to: leptospirosis, hepatitis, anthrax, 

legionellosis, tetanus 

 Other conditions such as occupational cancer, certain musculoskeletal 

disorders, decompression illness and hand-arm vibration syndrome 

14. Reporting procedure 
14.1. Full procedures are detailed in the BLP Accident Reporting and Management 

Process 

14.2. The responsible person will complete the relevant report on the HSE website: 

http://www.hse.gov.uk/riddor/report.htm 

14.3. Fatal and specified injuries, as outlined in 13.2, only, may be reported using the 

telephone service on 0845 300 9923 (open Monday to Friday 8.30am to 5pm). 

14.4. Early Years providers will notify Ofsted of any serious accident, illness or injury 

to, or death of, a pupil while in the school’s care. This will happen as soon as is 

reasonably practicable, and no later than 14 days after the incident. 

14.5. The Headteacher will also notify the local child protection agencies of any 

serious accident or injury to, or the death of, a pupil while in the school’s care. 

14.6. The school will inform parents of any accident or injury sustained by a pupil in 

the Early Years Foundation Stage, and any first aid treatment given, on the 

same day, or as soon as reasonably practicable. 

14.7. The BLP will report confirmed pandemic cases to the HSE and notify staff and 

parents whose children may have been in contact with confirmed cases. 

15. Reporting hazards 

http://www.hse.gov.uk/riddor/report.htm


BLP Handbook Appendix C                                                                       Health and Safety Policy 

 

15.1. Staff, pupils, contractors and visitors are encouraged to report any condition or 

practice they deem to be a hazard. 

15.2. In the main, reporting should be conducted verbally to the Site Manager as 

soon as possible, who will then inform the Headteacher as appropriate. 

16. Accident investigation 
16.1. Serious accidents, will be investigated by an appointed party, and the outcomes 

recorded. See BLP Accident Reporting Process. 

16.2. The length of time dedicated to each investigation will vary on the seriousness 

of the accident. 

16.3. The health and safety officer will undertake regular evaluations of all reported 

incidents. They will then identify patterns and trends in order to take corrective 

action and minimise the reoccurrence of any incident/illness. 

17. Our active monitoring system 
17.1. It is good practice to actively monitor systems prior to accidents, ill health or 

incidents taking place; this involves regularly checking compliance procedures 

and the achievement of objectives. Our procedure for actively monitoring our 

system includes: 

 Regularly examining documents to ensure compliance with standards. 

 Regularly inspecting premises, plants and equipment. 

 Annual audits, including fire risk assessments and health and safety audits. 

 Regular reports and updates to the headteacher. 

 External measures, such as surveys by contractors and service providers, 

along with visits from Environmental Health and Ofsted. 

18. Emergency procedures  
18.1. In the event of an emergency, the procedures outlined in BLP and school 

Disaster Response and Recovery Plan will be followed as appropriate. 

18.2. the Lockdown/Evacuation or Invacuation procedures will be followed as 

appropriate.  

18.3. Key staff members are trained in handling bomb threats and have easy access 

to instructions of the procedure.  

Upon receipt of a bomb threat or a suspicious package, staff members will ask 

the following types of questions, regardless of the call’s source (including if the 

call is from the police): 

 Where is it? 

 In which building is it and on what floor? 

 What time will the bomb go off? 

 What does the bomb look like and what colour is it? 

 What type of bomb is it and what type of explosive? 
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 Who are you? 

 Why are you doing this? 

 Do you have a code word? 

Where possible, caller ID or dialling the 1471 service will be used to identify 

where the call has come from.  

Staff should note the time of the call and write down exactly what was said by 

the person calling as this may be useful for the police.  

The staff member receiving the call will contact the Headteacher immediately, 

who will then alert the police, BLP and the LA. 

The Headteacher will decide whether or not to evacuate the building. 

18.4. Evacuation 
 in the event of a crisis the school will follow the procedure outlined in the 

Fire Management Plan and Personal Emergency Evacuation Plans for 

disabled students,  

 If an evacuation is deemed necessary following a bomb threat, the following 

procedure will take place: 

a) All senior staff will be informed of the situation either in person or via the internal 

computer system, not by the use of radios or mobile phones. The evacuation will then 

take place as per fire drill procedures, except staff will be instructed to: 

b) Leave all doors and windows open (excluding the area in which the bomb or suspicious 

package is positioned which should be evacuated immediately closing doors behind) 
c) Staff and pupils will be asked to make their way to the normal fire assembly area (the 

area should be moved if close to the area of the bomb or suspicious package). 

d) Staff will be positioned at all gates leading into the school and nobody will be allowed 

in or out except for emergency personnel. 

e) Once the police have arrived, staff will await further instruction from the emergency 

services. 

 
19. Visitors to the school 

19.1. All visitors will sign in to reception (or follow alternative procedures if in place 

due to a pandemic) and given a leaflet covering school emergency procedures 

19.2. Once “signed in”, visitors will be collected from reception by the member of staff 

they are visiting, or escorted to the area of the school concerned. 

19.3. No contractor will carry out work on the school site without the express 

permission of the Headteacher, other than in an emergency or to make the site 

safe following theft or vandalism. 
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19.4. Contractors will be responsible for the health and safety of their employees and 

for ensuring safe working practices. They will not constitute a hazard to staff, 

pupils or visitors to the school. 

19.5. Anyone hiring the premises will be made aware of their health and safety 

obligations when making the booking. 

19.6. Visitors and contractors will wear a visitor’s badge at all times while on school 

grounds. 

19.7. Cleaning contractors will wear an easily identifiable uniform or badge at all 

times. 

19.8. Temporary teaching staff and assistants will inform reception of their presence 

by reporting to reception on arrival and signing the visitors’ log (if appropriate). 

19.9. Staff members who encounter an unidentifiable visitor will enquire if they 

require assistance and ensure they report to reception or take them off site. 

19.10. Staff members who encounter uncooperative visitors threatening violence, 

refusing to leave the site, or carrying out physical or verbal abuse will seek 

immediate help from other staff and a 999 phone call. 

20. Lettings 
20.1. Those who hire any aspect of the school site or any facilities will be made aware 

of the content of the school’s health and safety policy, and will have 

responsibility for complying with it. 

21. Personal protective equipment (PPE) 
21.1. The Brigshaw Learning Partnership provides employees and pupils who are 

exposed to a hazard at the school, which cannot be controlled by other means, 

with PPE. 

21.2. PPE means all equipment worn, or held by, staff or pupils which is designed to 

protect them from specified hazards. 

21.3. All staff and pupils will be provided with protective eyewear in all workshops 

and laboratories. Visitors will also be supplied with PPE when appropriate. 

21.4. Staff and pupils will use the PPE provided or may bring in their own PPE, and 

care for it according to the instructions and training given. They will also report 

any loss or defects to their superior/class teacher. 

21.5. The PPE will fit the wearer properly. Where more than one item of PPE must 

be worn, they should be compatible and remain effective. 

21.6. PPE will not be worn if the hazard caused by wearing it, is greater than the 

hazard it is intended to protect the wearer from as risk assessed by the 

responsible officer. 
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21.7. PPE includes laboratory and workshop equipment such as tool box tools, 

protective clothing, safety footwear and face masks, PE equipment, ICT 

equipment, photocopiers and other office equipment, lifting equipment and 

respiratory protective equipment (RPE). 

21.8. Thorough risk assessments are carried out by the department Head to 

determine the suitable PPE to be used for each hazard, and these are reviewed 

on a regular basis. 

21.9. Staff and pupils can expect that any equipment they use is suitable for its 

intended use, and is properly maintained. During a pandemic PPE will be 

cleaned between users. 

21.10. Staff will receive health and safety training in order to ensure they know how to 

properly use, maintain and store PPE, and how to detect and report faults. 

21.11. Equipment manuals are readily available and warning signs are clearly 

displayed in areas, and on equipment, where PPE is mandatory. 

22. Maintaining equipment 
22.1. When not in use, PPE will be properly stored, kept clean, and in good repair. 

Equipment will be checked for health and safety issues in accordance with best 

practice and Health and Safety legislation. 

22.2. It is the responsibility of the department leader to ensure new equipment meets 

the appropriate standards and conforms to all health and safety requirements. 

23. Hazardous materials 
Schools are required to control hazardous substances, which can take many forms, 

including: 

• Chemicals 

• Products containing chemicals 

• Fumes 

• Dusts 

• Vapours 

• Mists 

• Gases and asphyxiating gases 

• Germs that cause diseases, such as leptospirosis or legionnaires disease  

Control of substances hazardous to health (COSHH) risk assessments are completed 

and circulated to all employees who work with hazardous substances. Staff will 

also be provided with protective equipment, where necessary.  
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23.1. All equipment, materials and chemicals will be held in appropriate containers 

and areas conforming to health and safety regulations. 

23.2. Hazardous substances will be labelled with the correct hazard sign and 

contents label. 

23.3. Storage life will be considered by department leaders. All control of substances 

hazardous to health (COSHH) and ionising radiations regulations will be 

adhered to. 

23.4. The school will act in accordance to the school’s COSHH risk assessment at 

all times.  

23.5. The Site Manager/Department Lead is responsible for ensuring all products that 

may be hazardous to health are risk assessed before being used. 

23.6. No hazardous substances will be used without the permission of the 

headteacher. 

23.7. Low toxic products, such as corrective fluid and aerosol paints, will be stored 

securely and only used under supervision in a well-ventilated area. 

23.8. Dust and fumes will be safely controlled by local exhaust ventilation regulations. 

23.9. No staff member or pupil should ever be put at risk through exposure to any 

hazardous substance used in our practical curriculum. National Guidance such 

as CLEAPSS will be followed. 

23.10. Where a substance has a workplace exposure limit, control measures will 

ensure that exposure is below the limit. 

23.11. Control measures will be checked and reviewed when new materials are used 

and annually on existing substances to ensure continued effectiveness, even 

when they are known to be reliable.   

23.12. Our staff use and store hazardous products in accordance with instructions on 

the product label. All hazardous products are kept in their original containers, 

with clear labelling and product information.  

23.13. Any hazardous products are disposed of in accordance with specific disposal 

procedures. 

23.14. Emergency procedures, including procedures for dealing with spillages, are 

displayed near where hazardous products are stored and in areas where they 

are routinely used. 

23.15. Oxygen cylinders are stored in a designated space, and staff are trained in the 

removal storage and replacement of oxygen cylinders. 

 

24. Asbestos management for schools where asbestos 
has been confirmed. 



BLP Handbook Appendix C                                                                       Health and Safety Policy 

 

24.1. Staff are briefed on the hazards of asbestos, the location of any asbestos in the 

school and the action to take if they suspect they have disturbed it 

24.2. Arrangements are in place to ensure that contractors are made aware of any 

asbestos on the premises and that it is not disturbed by their work  

24.3. Contractors will be advised that if they discover material which they suspect 

could be asbestos, they will stop work immediately until the area is declared 

safe 

24.4. A record is kept of the location of asbestos that has been found on the school 

site 

24.5. Prior to all significant refurbishments, a localised Asbestos Refurbishment 

Survey Report should be completed. 

25. Medicine and drugs 
25.1. The school’s Supporting Pupils with Medical Needs Policy and Staff Code of 

Conduct will be read, understood and adhered to by all staff.  

26. Smoking 
26.1. The school is a non-smoking premises and no smoking will be permitted on the 

grounds. 

27. Housekeeping and cleanliness 
27.1. Cleaners will be monitored and line managed. For contracted cleaners the 

standard required will be clear in the service level agreement held with the 

contracted cleaners.  

27.2. Special consideration will be given to hygiene areas. 

27.3. Waste collection services will be monitored by the site manager.  

27.4. Special consideration will be given to the disposal of laboratory materials and 

clinical waste. 

27.5. The headteacher is responsible for ensuring that the school is at a safe 

temperature for staff and pupils to work in. Rooms will be kept at a minimum of 

16° with a constant supply of fresh air. 

28. Infection control 
28.1. The school actively prevents the spread of infection through the following 

measures:  

 Routine immunisation  

 Maintaining high standards of personal hygiene and practice 

 Maintaining a clean environment  

 Following risk assessments 
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 Reporting incidents to HSE were appropriate 

 Keeping staff and parents informed of confirmed covid cases (where 

relevant) 

28.2. The school employs good hygiene practice in the following ways:  

 Displaying posters throughout the school, encouraging all pupils, staff 

members and visitors to wash their hands regularly, especially after using 

the toilet, before eating or handling food, after touching animals, and 

following any other actions that increase the risk of the spread of infection, 

such as coughing or sneezing 

 Ensuring there is sufficient liquid soap or hand sanitiser, warm water and 

paper towels available for everyone to wash their hands throughout the 

school  

 Employing cleaners to carry out thorough and frequent cleaning that 

follows national guidance  

 Providing PPE where necessary  

 Immediately cleaning any spillages of bodily fluids with a combination of 

detergent and disinfectant, and always wearing PPE. Mops should not be 

used to clean up body fluid spillages; instead paper towels should be 

used and discarded properly, following the procedures for clinical waste  

 Washing all laundry in a separate dedicated facility and washing any 

soiled linens separately  

 Hygienically bagging any pupil’s soiled clothing to go home, and never 

rinsing it by hand  

 Storing all clinical waste in clinical waste bags and in a secure, dedicated 

area, before it is removed by a registered waste contractor  

 Providing a secure sharps bin, out of reach of pupils, for the disposal of 

sharps  

 Discouraging pupils, staff members and visitors from touching any stray 

animals that may come onto the school premises 

 Following government or HSE guidance and school risk assessments on 

hygiene measures for infection control 

 

See Appendix 3 for recommended absence periods for preventing the spread 

of infection 

28.3. Staff and pupils displaying signs of infection, such as rashes, vomiting, 

diarrhoea, fever, sudden loss of sense of taste or smell or consistent cough etc, 

will be sent home and recommended to undertake tests for infection.   

28.4. All staff are subject to a full occupational health check before starting 

employment at The Brigshaw Learning Partnership. 

28.5. The Brigshaw Learning Partnership keeps up-to-date with national and local 

immunisation scheduling and advice. All pupils’ immunisation status is checked 

at school entry and at the time of any vaccination.  

28.6. The Brigshaw Learning Partnership encourages parents/carers to have their 

children immunised.  
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28.7. All cuts and abrasions should be covered with waterproof dressings.  

28.8. Wall-mounted hand soap is available in all toilets. 

 

29. Risk assessment 
Full details of our risk assessment procedures can be found in the BLP Risk Management 
Policy. Guidance is also contained in the BLP Handbook. 

 
29.1. The headteacher has overall responsibility for ensuring potential hazards are 

identified and risk assessments are completed for all areas of risk in the school. 

This will be delegated to department Heads as appropriate. This will include all 

statutory risk assessments and risks associated with a pandemic 

29.2. All “one off” events such as open days and sports days will be risk assessed by 

the person leading the event. 

29.3. Regular assessments of high risks areas, such as laboratories, will be 

undertaken. 

29.4. The governing body will be informed of risk register status allowing issues to 

be prioritised and actions to be authorised, along with funds and resources.  

29.5. The EVC will ensure risk assessments are completed by staff leading day trips 

or residential stays. See full Educational Visits Policy and procedure for more 

details. 

29.6. Individual risk assessments will be completed as per government or HSE 

guidance eg for staff who are: new or expectant mothers, under 18, have 

physical or mental health issues or vulnerable to the risk of Coronavirus. 

 

30. Gas safety 
 Installation, maintenance and repair of gas appliances and fittings will be carried out 

by a competent Gas Safe registered engineer 

 Gas pipework, appliances and flues are regularly maintained 

 All rooms with gas appliances are checked to ensure that they have adequate 

ventilation 

31. Legionella 
31.1. A water risk assessment will be completed  

31.2. This risk assessment will be reviewed frequently and when significant changes 

have occurred to the water system and/or building footprint 

31.3. A Legionella Management Plan, as required to satisfy the risk assessment, is 

in place. 
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32. Security and theft 

32.1. Closed circuit television (CCTV) systems may be used to monitor events and 

identify incidents taking place.  

32.2. CCTV systems may be used as evidence when investigating reports of 

incidents. If CCTV is used on the school site, full procedures are contained in 

the CCTV Policy. 

32.3. Money will be held in a safe and banked on a regular basis to ensure large 

amounts are not held on-site. 

32.4. Money will be counted in an appropriate location and staff should not be placed 

at risk of robbery. 

32.5. Staff and pupils are responsible for their personal belongings and the school 

accepts no responsibility for loss or damage. 

32.6. Thefts may be reported to the police and staff members are expected to assist 

police with their investigation.  

32.7. All members of staff are expected to take reasonable measures to ensure the 

security of school and pupil equipment being used. 

32.8. Missing or believed stolen equipment will be reported immediately to a senior 

staff member. 

32.9. The school should maintain a risk assessment for cash handling activities. 

32.10. The school will be opened and closed by trained staff. 

33. Severe weather 
33.1. The headteacher, in liaison with the CEO and DHT, makes a decision on school 

closure or a delay to the opening time on the grounds of health and safety.  

33.2. If a closure takes place, the governing body, LA and the BLP will be promptly 

informed. 

 

34. Safe use of minibuses  
34.1. The school health and safety officer is responsible for arranging the regular 

maintenance of the minibus, including MOTs, permit 19 and road tax where a 

minibus is owned by the school or the MAT.  

34.2. The driver will have a current licence, be aged 25 years or over, hold a full 

licence in Group A or passenger carrying vehicles, and have been MIDAS 

trained.  

34.3. Only drivers with D1 entitlement can drive a minibus over 3500 KG. 
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34.4. Drivers will complete the relevant form and supply a photocopy of their driving 

licence. 

34.5. All staff minibus drivers who incur a penalty on their driving licence should notify 

the headteacher immediately. The only exception to this is that there is no need 

to notify the school of the first speeding offence. 

34.6. If passengers are paying a charge, the minibus permit will be clearly displayed 

in the vehicle. 

34.7. Internal damage to the minibus is the responsibility of the individual or 

organisation using the minibus. The school will decide who is responsible for 

covering the cost of any repairs. 

34.8. The minibus will carry strictly one person per seat and seat belts will be worn 

at all times. 

34.9. Fines accrued will be paid by the driver at the time the offence was committed. 

34.10. Starting and closing mileage, along with any potential risks or defects identified, 

will be reported upon return to the school.  

 
35. School trips and visits 

35.1. The health and safety procedures concerning school trips and visits including 

trips abroad, are contained in the school’s Educational Visits Policy and 

Educational Visits Process. National guidance can be found on the OEAP 

website. 

35.2. Staff will take a school mobile phone, a portable first aid kit, information about 

the specific medical needs of pupils along with the parents’ contact details on 

the trip.  

35.3. For Early Years Foundation Stage there will always be at least one first aider 

with a current paediatric first aid certificate on school trips and visits, as required 

by the statutory framework for the Early Years Foundation Stage. 

36. Animals 
36.1. Wash hands before and after handling any animals 

36.2. Keep animals’ living quarters clean and away from food areas 

36.3. Dispose of animal waste regularly, and keep litter boxes away from pupils 

36.4. Supervise pupils when playing with animals  

36.5. If planning to house animals on site, seek veterinary advice on animal welfare 

and animal health issues, and the suitability of the animal as a pet  
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37. Manual handling 
37.1. It is up to individuals to determine whether they are fit to lift or move equipment 

and furniture. If an individual feels that to lift an item could result in injury or 

exacerbate an existing condition, they will ask for assistance. 

37.2. The school will ensure that proper mechanical aids and lifting equipment are 

available in school, and that staff are trained in how to use them safely. 

37.3. Staff and pupils are expected to use the following basic manual handling 

procedure: 

 Plan the lift and assess the load. If it is awkward or heavy, use a mechanical 

aid, such as a trolley, or ask another person to help. 

 Take the more direct route that is clear from obstruction and is as flat as 

possible 

 Ensure the area where you plan to offload the load is clear 

 When lifting, bend your knees and keep your back straight, feet apart and 

angled out. Ensure the load is held close to the body and firmly. Lift smoothly 

and slowly and avoid twisting, stretching and reaching where practicable 

37.4. In order to manage these risks, we have adopted local authority policies and 

procedures. Further information concerning the safe management of manual 

handling can be found in the Manual Handling Procedures.  

38. Working at heights 
38.1. Policy and procedures concerning employees working at heights are addressed 

in LCC working at height guidance note. 

38.2. Staff members are required to sign statements confirming that they have 

received, read and understood the procedures, prior to being allowed to work 

at heights.  

38.3. Appropriate training is given to staff prior to being allowed to work at height. 

39. Lone working  
Lone working may include: 

 Late working 

 Home or site visits 

 Weekend working 

 Site manager duties 

 Site cleaning duties 

 Working in a single occupancy office 



BLP Handbook Appendix C                                                                       Health and Safety Policy 

 

Potentially dangerous activities, such as those where there is a risk of falling from height, will 
not be undertaken when working alone. If there are any doubts about the task to be 
performed, then the task will be postponed until other staff members are available. 
 
If lone working is to be undertaken, a colleague, friend or family member will be informed 
about where the member of staff is and when they are likely to return. 
 
The lone worker will ensure that they are medically fit to work alone. 

 

40. Workplace health and safety: stress management 
40.1. Staff will be aware of the symptoms of stress, including sleeping problems, 

dietary problems, mood swings, feeling lethargic, fatigue, emotional problems, 

chest pains and elevated heart rate, lack of focus, inability to concentrate and 

increased sweating. Staff members who suffer from any of these symptoms are 

advised to consult their GP as soon as possible. 

40.2. The school has access to counselling services for stress management and staff 

should talk to their senior Leader if they require support. 

40.3. We believe that staff should not be in any danger at work, and will not tolerate 

violent or threatening behaviour towards our staff.  

All staff will report any incidents of aggression or violence (or near misses) 

directed to themselves to their line manager/headteacher immediately. This 

applies to violence from pupils, visitors or other staff. A form CF50(A) should 

be used to record all such instances. 

41. Equipment 
41.1. All equipment and machinery is maintained in accordance with the 

manufacturer’s instructions and legislation. In addition, maintenance schedules 

outline when extra checks should take place. 

41.2. When new equipment is purchased, it is checked to ensure that it meets 

appropriate educational standards.  

41.3. All equipment is stored in the appropriate storage containers and areas. All 

containers are labelled with the correct hazard sign and contents.  

 
 

41.4. Electrical equipment 
•All staff are responsible for ensuring that they use and handle electrical 

equipment sensibly and safely 

•Any pupil or volunteer who handles electrical appliances does so under the 

supervision of the member of staff who so directs them 

•Any potential hazards will be reported to the Health and Safety Officer 

immediately 
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•Permanently installed electrical equipment is connected through a dedicated 

isolator switch and adequately earthed 

•Only trained staff members can check plugs 

•A portable appliance test (PAT) will be carried out by a competent person 

•All isolators’ switches are clearly marked to identify their machine 

•Electrical apparatus and connections will not be touched by wet hands and will 

only be used in dry conditions 

•Maintenance, repair, installation and disconnection work associated with 

permanently installed or portable electrical equipment is only carried out by a 

competent person 

41.5. PE equipment 
•Pupils are taught how to carry out and set up PE equipment safely and 

efficiently. Staff check that equipment is set up safely 

•Any concerns about the condition of the gym floor or other apparatus will be 

reported. 

An annual inspection and service is carried out by a competent service provider. 

41.6. Display screen equipment 
•All staff who use computers daily as a significant part of their normal work have 

a display screen equipment (DSE) assessment carried out. ‘Significant’ is taken 

to be continuous/near continuous spells of an hour or more at a time 

•Staff identified as DSE users are entitled to an eyesight test for DSE use upon 

request, and at regular intervals thereafter, by a qualified optician (and 

corrective glasses provided if required specifically for DSE use) 

 

41.7. Specialist equipment 
Parents are responsible for the maintenance and safety of their children’s 

wheelchairs. In school, staff promote the responsible use of wheelchairs. 

Oxygen cylinders (if required) are stored in a designated space, and staff are 
trained in the removal storage and replacement of oxygen cylinders. 

 

42. New and expectant mothers 
42.1. Risk assessments (WASP) will be carried out whenever any employee or pupil 

notifies the school that they are pregnant. 

42.2. Appropriate measures will be put in place to control risks identified. Some 

specific risks are summarised below: 
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 Chickenpox can affect the pregnancy if a woman has not already had the infection. 
Expectant mothers should report exposure to antenatal carer and GP at any stage of 
exposure. Shingles is caused by the same virus as chickenpox, so anyone who has 
not had chickenpox is potentially vulnerable to the infection if they have close contact 
with a case of shingles 

 If a pregnant woman comes into contact with measles or German measles (rubella), 
she should inform her antenatal carer and GP immediately to ensure investigation 

 Slapped cheek disease (parvovirus B19) can occasionally affect an unborn child. If 
exposed early in pregnancy (before 20 weeks), the pregnant woman should inform her 
antenatal care and GP as this must be investigated promptly 

 When on school trips, pregnant staff/pupils should avoid close contact with sheep that 
have recently given birth, new-born lambs, or other new-born farm animals or new 
mother animals such as cows or goats. 

 Procedures for mitigating the risks associated with COVID 19 should be followed. 

 

43. People who are vulnerable or clinically extremely 
vulnerable to infection 

Some medical conditions make pupils/staff/governors/directors and visitors vulnerable to 
infections that might not be serious to others. In the case of children, the school will normally 
have been made aware of such vulnerable children. These children are particularly 
vulnerable to chickenpox, measles or slapped cheek disease (parvovirus B19) and, if 
exposed to either of these, the parent/carer will be informed promptly and further medical 
advice sought.  We will advise these children to have additional immunisations, for example 
for pneumococcal and influenza. 

Certain groups of individuals are more vulnerable to COVID 19. School risk assessments for 
COVID 19 will be followed and individual risk assessments completed where necessary. 

 

  COMPLAINTS  
An individual wishing to make a complaint about anything relating to this policy should refer 
to the BLP Complaint Policy published on the BLP Website. 
 

 

  EQUALITY IMPACT STATEMENT  
We will do all we can to ensure that this policy does not discriminate, directly or indirectly. 
We shall do this through regular monitoring and evaluation of our policies. On review we 
shall assess and consult relevant stakeholders on the likely impact of our policies on the 
promotion of all aspects of equality, as laid down in the Equality Act (2010). This will include, 
but not necessarily be limited to: race; gender; sexual orientation; disability; ethnicity; 
religion; cultural beliefs and pregnancy/maternity.  

 

 

 Monitoring and review 
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46.1. This policy will be reviewed by the headteacher and The Brigshaw Learning 

Partnership every 2 years, who will make any necessary changes and 

communicate this to all members of staff. 



 

 

Appendix 1  
The general arrangements and standards required to implement the school’s Health and 
Safety Policy are set out within the LCC Health and Safety Handbook for Schools which the 
BLP have adopted. The contents are outlined below. 
 
 Safety Management System 
 Accident reporting and Investigation 
 Asbestos 
 Building work contracts 
 Consultation with employees 
 Contractors 
 Display Screen Equipment 
 Educational Visits 
 Electrical appliances 
 Emergency evacuations & emergency planning 
 First-aid 
 Fire safety 
 Gas, electric and water services 
 Glazing 
 Health and Safety in Design and Technology workshops, textiles and food technology. 
 Health and Safety in Science. 
 Jewellery and other personal effects 
 Liquefied Petroleum Gas and other temporary heating 
 Lifting equipment 
 Lone & isolated working 
 Manual Handling 
 Medication 
 Mobile Phones  
 Monitoring processes 
 New and expectant mothers 
 Noise 
 Occupational health 
 Permits to work 
 Personal protective equipment 
 Play areas 
 Purchasing equipment 
 Pupils carrying out work activities in school 
 Risk Assessment 
 Safe use of ladders, step ladders and trestles 
 Safe practice in Physical Education 
 Security and personal safety 
 School premises safety 
 Stage Equipment 
 Stress at work 
 Substances 
 Swimming pool safety & water treatment 
 Training records 
 Work at height 
 Work equipment 
 Work experience and Young Persons’ safety  
 Work related violence 
 Workplace Health, Safety and Welfare  
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Appendix 2: Accident & Dangerous Occurrence Report Form CF50 
  
 

1. This form is for reporting ALL incidents (not including violence), dangerous occurrences and 
accidents involving ANY person on premises controlled by Brigshaw Learning Partnership 
and/or to any employee of Brigshaw Learning Partnership on ANY premises. 
2. ALL relevant parts should be completed. 
3. All cases of accidents resulting in death, broken bones, amputation, dislocation, eye injury, 
loss of consciousness, acute illness or immediate admission to hospital, or in the event of a 
Dangerous Occurrence should be reported to the Brigshaw Learning Partnership (Peter Lloyd) 
IMMEDIATELY to be reported to the HSE under RIDDOR regulations. 
For advice please call 01132878911, lloydp01@brigshawtrust.com 
4. In cases involving violence please complete form CF/50a – Report of an assault / violent 
incident. 
5. Please refer to the BLP Accident / Report of an assault / violent incident process document to 
assist with completing this form. 

Person Injured 

Surname  Forename(S)  
Address. Male  Female  Date Of 

Birth 
 

 

Registered Disabled Person Yes No 
Category Of Person Person Details ( Staff) 
Employee  School Base  
Pupil  Pay Number  
Visitor  Occupation  
Passer By  Person Details (Pupil) 
 School Base  House  

Year  Tutor  
Incident Details 
Date Of 
Incident 

Day  Month  Year  Time   

Was The Person taken directly to hospital? Yes  No  
Will injury prevent member of staff from normal 
working capacity for more than 3 days following the 
date of the accident? 

Yes  No  

Will injury prevent member of staff from normal 
working capacity for more than 7 days following the 
date of the accident?      

Yes  No  

Give the exact location of the 
incident. 
E.g. Class room Number, hall, 
playing field etc. 

 

State what happened as fully as possible. 
 
 
 
 
Did the condition of premises contribute to the or 
cause the accident, (e.g. trip due to damaged floor 
surface) 

Yes  No  

If Yes, Please Give Details 
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Witness – Name & Address 
Witness 1. Witness 2. 

 
 

Details of Treatment Given. By Whom. 
 
 
 

 

Type of Injury (Please Tick) 
 
Amputation           Concussion   Electric 

shock       
         Multiple   Sprain / 

Strain    
         

Break / Fracture           Cut / Abrasion                    Poisoning   Irritation              Swelling 
/ bruise  

 

Burn / Scald                Dislocation   Mark   Respiratory   None 
Stated  

 

Near Miss  
 

Other, please state. 
 
 
 

Part of Body Affected (Please Tick) 
 
Arm  Back  Finger  Hand  Internal  
Multiple  Neck  Torso  Ankle  Eye  
Foot  Head / Face  Leg  Muscular  Toes  
Wrist  None Stated     
Other, please state. 
 
 
Left   Right   
Cause (Please Tick) 
 
Animal  Drowning Fall above 2 m                Fall Below 2 m                         Hit by object            
Physical 
Education 

                  Vehicle Bite             Electrical Illness 

Slip / trip             Trap in door Collision Equipment Fire 
Intervention  Spillage                Crush/trap             Fighting Glazing          
Manual 
Handling                       

 Substance Unknown   

Other, Please state. 
 
 
 

Has the school carried out an investigation to establish the cause of the accident                  YES / NO 
 
If YES please state who to contact for details: ____________________________ 
 
Has any action been taken or is action proposed to be taken to prevent recurrence?              YES / NO 
If YES, please give brief details: 
 
Print name of person completing form. 
 

Signature Of person completing form. 

Print Name Head teacher / Manager / Head Of 
Department 

Signature Head teacher / Manager / Head of 
Department 
 

Date 
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Under the terms of the Data Protection Act 2018 we must request your consent to the following: 
I hereby consent to you processing my personal health data detailed in this form which I have shared with 
you. The processing involved will be for the purpose of monitoring health and safety in accordance with 
relevant legislation. This may involve the sharing of the information you provide with regulatory bodies such 
as the Health and Safety Executive. I understand that you will manage this information in accordance with 
GDPR and BLP’s storage policy. I further consent for any accidents that I suffer to be entered into the 
Brigshaw Learning Partnership’s accident book. 
 
Signature:                                                                 Date: 
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Appendix 3 

Recommended absence period for preventing the spread of 
infection 
This list of recommended absence periods for preventing the spread of infection is taken from non-
statutory guidance for schools and other childcare settings from Public Health England. For each 
of these infections or complaints, there is further information in the guidance on the symptoms, 
how it spreads and some ‘do’s and don’ts’ to follow that you can check. 

 

Infection or complaint Recommended period to be kept away from school or nursery 

Athlete’s foot None. 

Campylobacter Until 48 hours after symptoms have stopped. 

Chicken pox (shingles) Cases of chickenpox are generally infectious from 2 days before the 
rash appears to 5 days after the onset of rash. Although the usual 
exclusion period is 5 days, all lesions should be crusted over before 
children return to nursery or school. 

A person with shingles is infectious to those who have not had 
chickenpox and should be excluded from school if the rash is 
weeping and cannot be covered or until the rash is dry and crusted 
over. 

Cold sores  None. 

Coronavirus/COVID 19 Follow current government guidance on self-isolation when an 
individual has the virus, is exposed to the virus, has been advised by 
the government to self-isolate or lives with someone who has the 
virus. 

Rubella (German 
measles) 

5 days from appearance of the rash. 

Hand, foot and mouth Children are safe to return to school or nursery as soon as they are 
feeling better, there is no need to stay off until the blisters have all 
healed. 

Impetigo Until lesions are crusted and healed, or 48 hours after starting 
antibiotic treatment. 

Measles Cases are infectious from 4 days before onset of rash to 4 days after 
so it is important to ensure cases are excluded from school during 
this period. 

Ringworm Exclusion not needed once treatment has started. 

Scabies The infected child or staff member should be excluded until after the 
first treatment has been carried out. 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities/chapter-9-managing-specific-infectious-diseases
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Scarlet fever Children can return to school 24 hours after commencing 
appropriate antibiotic treatment. If no antibiotics have been 
administered the person will be infectious for 2 to 3 weeks. If there is 
an outbreak of scarlet fever at the school or nursery, the health 
protection team will assist with letters and factsheet to send to 
parents or carers and staff. 

Slapped cheek 
syndrome, Parvovirus 
B19, Fifth’s disease 

None (not infectious by the time the rash has developed). 

Bacillary Dysentery 
(Shigella) 

Microbiological clearance is required for some types of shigella 
species prior to the child or food handler returning to school. 

Diarrhoea and/or 
vomiting 
(Gastroenteritis) 

Children and adults with diarrhoea or vomiting should be excluded 
until 48 hours after symptoms have stopped and they are well 
enough to return. If medication is prescribed, ensure that the full 
course is completed and there is no further diarrhoea or vomiting for 
48 hours after the course is completed. 

For some gastrointestinal infections, longer periods of exclusion 
from school are required and there may be a need to obtain 
microbiological clearance. For these groups, your local health 
protection team, school health advisor or environmental health 
officer will advise. 

If a child has been diagnosed with cryptosporidium, they should 
NOT go swimming for 2 weeks following the last episode of 
diarrhoea. 

Cryptosporidiosis Until 48 hours after symptoms have stopped. 

E. coli 
(verocytotoxigenic or 
VTEC) 

The standard exclusion period is until 48 hours after symptoms have 
resolved. However, some people pose a greater risk to others and 
may be excluded until they have a negative stool sample (for 
example, pre-school infants, food handlers, and care staff working 
with vulnerable people). The health protection team will advise in 
these instances. 

Food poisoning Until 48 hours from the last episode of vomiting and diarrhoea and 
they are well enough to return. Some infections may require longer 
periods (local health protection team will advise). 

Salmonella Until 48 hours after symptoms have stopped. 

Typhoid and 
Paratyphoid fever 

Seek advice from environmental health officers or the local health 
protection team.  

Flu (influenza) Until recovered. 
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Tuberculosis (TB) Pupils and staff with infectious TB can return to school after 2 weeks 
of treatment if well enough to do so and as long as they have 
responded to anti-TB therapy. Pupils and staff with non-pulmonary 
TB do not require exclusion and can return to school as soon as 
they are well enough. 

Whooping cough 
(pertussis) 

A child or staff member should not return to school until they have 
had 48 hours of appropriate treatment with antibiotics and they feel 
well enough to do so or 21 days from onset of illness if no antibiotic 
treatment. 

Conjunctivitis None. 

Giardia Until 48 hours after symptoms have stopped. 

Glandular fever None (can return once they feel well). 

Head lice None. 

Hepatitis A Exclude cases from school while unwell or until 7 days after the 
onset of jaundice (or onset of symptoms if no jaundice, or if under 5, 
or where hygiene is poor. There is no need to exclude well, older 
children with good hygiene who will have been much more infectious 
prior to diagnosis. 

Hepatitis B Acute cases of hepatitis B will be too ill to attend school and their 
doctors will advise when they can return. Do not exclude chronic 
cases of hepatitis B or restrict their activities. Similarly, do not 
exclude staff with chronic hepatitis B infection. Contact your local 
health protection team for more advice if required. 

Hepatitis C None. 

Meningococcal 
meningitis/ septicaemia 

If the child has been treated and has recovered, they can return to 
school. 

Meningitis Once the child has been treated (if necessary) and has recovered, 
they can return to school. No exclusion is needed. 

Meningitis viral None. 

MRSA (meticillin 
resistant 
Staphylococcus 
aureus) 

None. 

Mumps 5 days after onset of swelling (if well). 

Threadworm None. 
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Rotavirus Until 48 hours after symptoms have subsided. 
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Foreword 
 

Safeguarding and promoting the welfare of children is everyone’s responsibility and I 
welcome the Safer Recruitment Consortium’s guidance. It provides simple but detailed and 
practical advice to schools, colleges and the three safeguarding partners. I would encourage 
this guidance to be read alongside the DfE statutory guidance Keeping children safe in 
education when devising and implementing safeguarding and child protection policies and 
procedures. 
 
Nadhim Zahawi MP  
Parliamentary Under-Secretary of State for Children and Families  
Department for Education 

 
I. Definitions 

 
For ease of reading, references will be made to ‘school’ and setting. This term encompasses 
all types of educational establishments including academies, independent and free schools, 
pupil referral units, alternative provision, FE institutions, sixth form colleges and early years 
settings.  

 

References made to ‘child’ and ‘children’ refer to children and young people under the age 
of 18 years. However, the principles of the document apply to professional behaviours 
towards all pupils, including those over the age of 18 years. ‘Child’ should therefore be read 
to mean any pupil at the education establishment.  
 
References made to adults and staff refer to all those who work with pupils in an educational 
establishment, in either a paid or unpaid capacity. This would also include, for example, 
those who are not directly employed by the school or setting, e.g. local authority staff, sports 
coaches, governors, or trustees. 
 
The term ‘allegation’ means where it is alleged that a person who works with children has  

• 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 they may pose a 
risk of harm to children.  

References are made in this document to legislation and statutory guidance which differ 
dependent on the setting and alter over time. However, the behavioural principles 
contained within the document remain consistent, hence, wherever possible, such 
references have been removed in order that the document does not appear to quickly 
become out of date or to apply only to certain staff or settings. 

 
II. Overview and purpose of guidance 

 
This document is an update by the Safer Recruitment Consortium of a document previously 
published for schools by the Department for Education and Skills (DfES). It was initially issued 
as those working with children had expressed concern about their vulnerability and requested 
clearer advice about what constitutes illegal behaviour and what might be considered as 
misconduct. Education staff asked for practical guidance about which behaviours constitute 
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safe practice and which behaviours should be avoided. This safe working practice document 
is NOT statutory guidance from the Department for Education (DfE); it is for employers, local 
authorities and/or the Three Safeguarding Partners to decide whether to use this as the basis 
for their code of conduct / staff behaviour guidelines.  
 
The document seeks to ensure that the responsibilities of senior leaders of educational 
settings towards children and staff are discharged by raising awareness of illegal, unsafe, 
unprofessional and unwise behaviour.  It should assist staff to monitor their own standards 
and practice and reduce the risk of allegations being made against them. It is also recognised 
that not all people who work with children work as paid or contracted employees. The 
principles and guidance outlined in this document still apply and should be followed by any 
person whose work brings them into contact with children. 
 
The guidance will also support employers in giving a clear message that unacceptable 
behaviour will not be tolerated and that, where appropriate, legal or disciplinary action is likely 
to follow. Once adopted, as part of an establishment’s staff behaviour policy, the school or 
settings may refer to the document in any disciplinary proceedings. 

 
Whilst every attempt has been made to cover a wide range of situations, it is recognised that 
any guidance cannot cover all eventualities. There may be times when professional 
judgements are made in situations not covered by this document, or which directly contravene 
the guidance given by the employer.  It is expected that in these circumstances staff will 
always advise their senior colleagues of the justification for any such action already taken or 
proposed. 
 
All staff have a responsibility to be aware of systems within their school which support 
safeguarding and these should be explained to them as part of staff induction and in regular 
staff training sessions. This includes the school’s child protection policy and staff behaviour 
policy (sometimes called code of conduct) of which this document will become a part. 
 
It is recognised that the vast majority of adults who work with children act professionally and 
aim to provide a safe and supportive environment which secures the well-being and very best 
outcomes for children in their care. Achieving these aims is not always straightforward, as 
much relies on child and staff interactions where tensions and misunderstandings can occur. 
This document aims to reduce the risk of these.   
 
It must be recognised that some allegations will be genuine as there are people who seek out, 
create or exploit opportunities to harm children. However, allegations may also be false or 
misplaced and may arise from differing perceptions of the same event. When they occur, they 
are inevitably distressing and difficult for all concerned. It is therefore essential that all possible 
steps are taken to safeguard children and ensure that the adults working with them do so 
safely. 
 

III. Underpinning principles 
 

• The welfare of the child is paramount 
 

• Staff should understand their responsibilities to safeguard and promote the welfare of 
pupils 

 

• Staff are responsible for their own actions and behaviour and should avoid any conduct 
which would lead any reasonable person to question their motivation and intentions 
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• Staff should work, and be seen to work, in an open and transparent way 
 
 

• Staff should acknowledge that deliberately invented/malicious allegations are extremely 
rare and that all concerns should be reported and recorded 
 

 

• Staff should discuss and/or take advice promptly from their line manager if they have acted 
in a way which may give rise to concern 
 

 

• Staff should apply the same professional standards regardless of culture, disability, 
gender, language, racial origin, religious belief and sexual orientation 
 
 

• Staff should not consume or be under the influence of alcohol or any substance, including 
prescribed medication, which may affect their ability to care for children  
 

 

• Staff should be aware that breaches of the law and other professional guidelines could 
result in disciplinary action being taken against them, criminal action and/or other 
proceedings including barring by the Disclosure & Barring Service (DBS) from working in 
regulated activity, or for acts of serious misconduct prohibition from teaching by the 
Teaching Regulation Agency (TRA) 
 
 

• Staff and managers should continually monitor and review practice to ensure this guidance 
is followed 
 
 

• Staff should be aware of and understand their establishment’s child protection policy, 
arrangements for managing allegations against staff, staff behaviour policy, whistle 
blowing procedure and the procedures of the relevant Multi-agency Partnership (MAP).  
 

  
 

 IV  How to use this document   

 

This document is intended only to be guidance to schools and does not have any statutory 
weight. However, where statutory guidance does exist in relation to a specific topic or practice, 
this is noted in the text.  
 
Each section provides general guidance about a particular aspect of work and, in the right- 
hand column, specific guidance about which behaviours should be avoided and which are 
recommended.  
 
Some settings will have additional responsibilities arising from their regulations (e.g. Early 
Years Foundation Stage [EYFS], Quality Standards) or their responsibility towards young 
people over the age of 18. Not all sections of the guidance will, therefore, be relevant to all 
educational establishments. 
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1.  Introduction 
 
Adults have a crucial role to play in the lives of children. 
This guidance has been produced to help them 
establish the safest possible learning and working 
environments which safeguard children and reduce the 
risk of them being falsely accused of improper or 
unprofessional conduct. 
 

  
 
This means that these guidelines: 
 
▪ apply to all adults working in Education 

and Early Years settings whatever their 
position, role or responsibilities 

 

 

2.  Status of document 
 
This document is endorsed and recommended by the 
Safer Recruitment Consortium. It should inform and 
assist employers to develop and review their guidelines 
on safer working practices. It may be used as reference 
by managers and Local Authority Designated Officers 
(the ‘Designated Officer or DO1) when responding to 
allegations made against staff in education settings. 
This is not statutory guidance.  
 

  
 
 
 
 

 

3. Responsibilities 
 
Staff are accountable for the way in which they: 
exercise authority; manage risk; use resources; and 
safeguard children. 
 
All staff have a responsibility to keep pupils safe and to 
protect them from abuse (sexual, physical and 
emotional), neglect and contextual safeguarding 
concerns. Pupils have a right to be safe and to be 
treated with respect and dignity. It follows that trusted 
adults are expected to take reasonable steps to ensure 
their safety and well-being. Failure to do so may be 
regarded as professional misconduct. 
 
The safeguarding culture of a school is, in part, 
exercised through the development of respectful, 
caring and professional relationships between adults 
and pupils and behaviour by the adult that 
demonstrates integrity, maturity and good judgement. 
 
The public, local authorities, employers and 
parents/carers will have expectations about the nature 
of professional involvement in the lives of children. 
When individuals accept a role working in an education 
setting they should understand and acknowledge the 
responsibilities and trust involved in that role.  
 
Employers have duties towards their employees and 

  
 
       
This means that staff should: 
 

▪ understand the responsibilities which 
are part of their employment or role, 
and be aware that sanctions will be 
applied if these provisions are breached 

▪ always act, and be seen to act, in the 
child’s best interests 

▪ avoid any conduct which would lead 
any reasonable person to question their 
motivation and intentions 

▪ take responsibility for their own actions 
and behaviour 

 
This means that employers should: 
 
▪ promote a culture of openness and 

support 
▪ ensure that systems are in place for 

concerns to be raised 
▪ ensure that adults are not placed in 

situations which render them 
particularly vulnerable 

▪ ensure that all adults are aware of 
expectations, policies and procedures 
 

This means that Managers / Proprietors/ 
Governing Bodies should: 
 

▪ ensure that appropriate safeguarding 
and child protection policies and 

 

 
1 Working Together 2018 refers to the Designated Officer – some local authority arrangements continue to refer to 
the LADO. Whilst some local authorities may still be using the term LADO the acronym DO is used to denote the 
DO function as set out in Working Together to Safeguard Children 2018. 
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others under Health and Safety legislation which 
requires them to take steps to provide a safe working 
environment for staff.  
 
Legislation also imposes a duty on employees to take 
care of themselves and anyone else who may be 
affected by their actions or failings.  An employer’s 
Health and Safety duties and the adults’ responsibilities 
towards children should not conflict. Safe practice can 
be demonstrated through the use and implementation 
of these guidelines. 
 

procedures are distributed, adopted, 
implemented and monitored  
 

4. Making professional judgements  
 
This guidance cannot provide a complete checklist of 
what is, or is not, appropriate behaviour for staff. It does 
highlight however, behaviour which is illegal, 
inappropriate or inadvisable.  There will be rare 
occasions and circumstances in which staff have to 
make decisions or take action in the best interest of a 
pupil which could contravene this guidance or where no 
guidance exists.  Individuals are expected to make 
judgements about their behaviour in order to secure the 
best interests and welfare of the pupils in their charge 
and, in so doing, will be seen to be acting reasonably.  
These judgements should always be recorded and 
shared with a manager. 
 
Adults should always consider whether their actions are 
warranted, proportionate, safe and applied equitably.  
 

  
 
This means that where no specific 
guidance exists staff should: 
 
▪ discuss the circumstances that informed 

their action, or their proposed action, 
with their line manager or, where 
appropriate, the school’s designated 
safeguarding lead. This will help to 
ensure that the safest practices are 
employed and reduce the risk of actions 
being misinterpreted 

▪ always discuss any misunderstanding, 
accidents or threats with the Head 
teacher or designated safeguarding lead 

▪ always record discussions and actions 
taken with their justifications  

▪ record any areas of disagreement and, if 
necessary, refer to another agency / the 
LA / Ofsted / TRA / other Regulatory 
Body 

 

5. Power and positions of trust and authority 
 
As a result of their knowledge, position and/or the 
authority invested in their role, all those working with 
children in a school or education setting are in a 
position of trust in relation to all pupils on the roll.  
 
The relationship between a person working with a 
child/ren is one in which the adult has a position of 
power or influence. It is vital for adults to understand 
this power; that the relationship cannot be one between 
equals and the responsibility they must exercise as a 
consequence. 
 
The potential for exploitation and harm of vulnerable 
pupils means that adults have a responsibility to ensure 
that an unequal balance of power is not used for 
personal advantage or gratification. 
 

  
 
This means that staff should not: 
 
▪ use their position to gain access to 

information for their own advantage 
and/or a pupil’s or family’s detriment  

▪ use their power to intimidate, threaten, 
coerce or undermine pupils 

▪ use their status and standing to form or 
promote relationships with pupils which 
are of a sexual nature, or which may 
become so 
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Staff should always maintain appropriate professional 
boundaries, avoid behaviour which could be 
misinterpreted by others and report and record any 
such incident. 
 
Where a person aged 18 or over is in a position of trust 
with a child under 18, it is an offence2 for that person to 
engage in sexual activity with or in the presence of that 
child, or to cause or incite that child to engage in or 
watch sexual activity.  
 
6. Confidentiality 
 
The storing and processing of personal information is 
governed by the General Data Protection Regulations 
2017 (GDPR) and Data Protection Act 2018.  
Employers should provide clear advice to staff about 
their responsibilities under this legislation so that, when 
considering sharing confidential information, those 
principles should apply. 
 
Staff may have access to special category personal 
data about pupils and their families which must be kept 
confidential at all times and only shared when legally 
permissible to do so and in the interest of the child.  
Records should only be shared with those who have a 
legitimate professional need to see them. 
 
Staff should never use confidential or personal 
information about a pupil or her/his family for their own, 
or others advantage (including that of partners, friends, 
relatives or other organisations). Information must 
never be used to intimidate, humiliate, or embarrass the 
child. Confidential information should never be used 
casually in conversation or shared with any person 
other than on a need-to-know basis.  In circumstances 
where the pupil’s identity does not need to be disclosed 
the information should be used anonymously.   
 
There are some circumstances in which a member of 
staff may be expected to share information about a 
pupil, for example when abuse is alleged or suspected.  
In such cases, individuals have a responsibility to pass 
information on without delay, but only to those with 
designated safeguarding responsibilities or to statutory 
services. 
 
If a child – or their parent / carer – makes a disclosure 
regarding abuse or neglect, the member of staff should 
follow the setting’s procedures. The adult should not 

  
 
This means that school leaders should: 

• Ensure that all staff who need to share 
‘special category personal data’ are 
aware that the DPA 2018 contains 
‘safeguarding of children and 
individuals at risk’ as a processing 
condition that allows practitioners to 
share information without consent, if it 
is not possible to gain consent, it 
cannot be reasonably expected that a 
practitioner gains consent or if to gain 
consent would place a child at risk 

 
 
This means that staff: 
 
▪ need to know the name of their 

Designated Safeguarding Lead and be 
familiar with MAP child protection 
procedures and guidance:  

▪ are expected to treat information they 
receive about pupils and families in a 
discreet and confidential manner 

▪ should seek advice from a senior 
member of staff (designated 
safeguarding lead) if they are in any 
doubt about sharing information they 
hold or which has been requested of 
them 

▪ need to be clear about when 
information can/ must be shared and in 
what circumstances  

▪ need to know the procedures for 
responding to allegations against staff 
and to whom any concerns or 
allegations should be reported  

▪ need to ensure that where personal 
information is recorded  electronically 
that systems and devices are kept 
secure 
 

 
 
 
 

 

 
2 Sexual Offences Act 2003 

BLP Handbook Appendix D Guidance for Safer Working Practice



 

© Safer Recruitment Consortium 2019 v2 8 

promise confidentiality to a child or parent, but should 
give reassurance that the information will be treated 
sensitively. 
 
If a member of staff is in any doubt about whether to 
share information or keep it confidential, he or she 
should seek guidance from the Designated 
Safeguarding Lead.  Any media or legal enquiries 
should be passed to senior management. 
 

 
 
 
 
 
 

 

7. Standards of behaviour 
 
All staff have a responsibility to maintain public 
confidence in their ability to safeguard the welfare and 
best interests of children. They should adopt high 
standards of personal conduct in order to maintain 
confidence and respect of the general public and those 
with whom they work. 
 
There may be times where an individual’s actions in 
their personal life come under scrutiny from the 
community, the media or public authorities, including 
with regard to their own children, or children or adults 
in the community. Staff should be aware that their 
behaviour, either in or out of the workplace, could 
compromise their position within the work setting in 
relation to the protection of children, loss of trust and 
confidence, or bringing the employer into disrepute.  
Such behaviour may also result in prohibition from 
teaching by the Teaching Regulation Agency (TRA) a 
bar from engaging in regulated activity, or action by 
another relevant regulatory body. 
 
The Childcare (Disqualification) Regulations 2018 set 
out grounds for disqualification under the Childcare Act 
2006 where the person meets certain criteria set out in 
the Regulations. For example, an individual will be 
disqualified where they have committed a relevant 
offence against a child; been subject to a specified 
order relating to the care of a child; committed certain 
serious sexual or physical offences against an adult; 
been included on the DBS children’s barred list; been 
made subject to a disqualification order by the court; 
previously been refused registration as a childcare 
provider or provider or manager of a children’s home or 
had such registration cancelled. A disqualified person 
is prohibited from providing relevant early or later years 
childcare as defined in the Childcare Act 2006 or being 
directly concerned in the management of such 
childcare. Schools and private childcare settings are 
also prohibited from employing a disqualified person in 
respect of relevant early or later years childcare.  

  
This means that staff should not: 
 
▪ behave in a manner which would lead 

any reasonable person to question their 
suitability to work with children or to act 
as an appropriate role model  

▪ make, or encourage others to make 
sexual remarks to, or about, a pupil 

▪ use inappropriate language to or in the 
presence of pupils 

▪ discuss their personal or sexual 
relationships with or in the presence of 
pupils 

▪ make (or encourage others to make) 
unprofessional personal comments 
which scapegoat, demean, discriminate 
or humiliate, or might be interpreted as 
such 

 
This means that staff should:  
 

• inform the head/principal or specified 
person of any cautions, convictions, or 
relevant orders accrued during their 
employment, and / or if they are 
charged with a criminal offence 

• be aware that behaviour by themselves, 
those with whom they have a 
relationship or association, or others in 
their personal lives, may impact on their 
work with children 

 
 
 

 
 

This means that school leaders should: 

• have a clear expectation that staff will 
discuss with managers any relationship 
/ association (in or out of school or 
online) that may have implications for 
the safeguarding of children in school 

• create a culture where staff feel able to 
raise these issues 

• safeguard their employees’ welfare and 
contribute to their duty of care towards 
their staff  

• identify whether arrangements are 
needed to support these staff  
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The Disqualification under the Childcare Act 2006 
(Regulations 2018) state that schools should make 
clear their expectation that staff should disclose any 
relationship or association (in the real world or online) 
that may impact on the school’s ability to safeguard 
pupils. This applies to all staff in all schools, not just 
those in early or later years childcare. 
 

• consider whether there are measures 
that need to be put in place to safeguard 
children (e.g. by putting arrangements in 
place to stop or restrict a person coming 
into school where a potential risk to 
children has been identified) 

 
Schools must not  

• ask intrusive questions of staff regarding 
those they live with or have relationships 
/ associations with. 

8. Dress and appearance 
 
A person’s dress and appearance are matters of 
personal choice and self-expression and some 
individuals will wish to exercise their own cultural 
customs.  However, staff should select a manner of 
dress and appearance appropriate to their professional 
role and which may be necessarily different to that 
adopted in their personal life.  Staff should ensure they 
are dressed decently, safely and appropriately for the 
tasks they undertake.  Those who dress or appear in a 
manner which could be viewed as offensive or 
inappropriate will render themselves vulnerable to 
criticism or allegation. 
 

  
 
This means that staff should wear clothing 
which: 
▪ promotes a positive and professional 

image 
▪ is appropriate to their role 
▪ is not likely to be viewed as offensive, 

revealing, or sexually provocative 
▪ does not distract, cause 

embarrassment or give rise to 
misunderstanding 

▪ is absent of any political or otherwise 
contentious slogans 

▪ is not considered to be discriminatory  
▪ is compliant with professional standards  

 

9. Gifts, rewards, favouritism and exclusion 
 
Settings should have policies in place regarding the 
giving of gifts or rewards to pupils and the receiving of 
gifts from them or their parents/carers and staff should 
be made aware of and understand what is expected of 
them. 
 
Staff need to take care that they do not accept any gift 
that might be construed as a bribe by others, or lead 
the giver to expect preferential treatment.   
 
There are occasions when pupils or parents wish to 
pass small tokens of appreciation to staff e.g. at 
Christmas or as a thank-you and this is usually 
acceptable. However, it is unacceptable to receive gifts 
on a regular basis or of any significant value. 
 
Similarly, it is inadvisable to give such personal gifts to 
pupils or their families. This could be interpreted as a 
gesture either to bribe or groom. It might also be 
perceived that a ‘favour’ of some kind is expected in 
return.  
 
Any reward given to a pupil should be in accordance 
with agreed practice, consistent with the school or 
setting’s behaviour policy, recorded and not based on 
favouritism. 

  
 
This means that staff should:  
 
 
▪ be aware of and understand their 

organisation’s relevant policies, e.g. 
rewarding positive behaviour 

▪ ensure that gifts received or given in 
situations which may be misconstrued 
are declared and recorded 

▪ only give gifts to a pupil as part of an 
agreed reward system 

▪ where giving gifts other than as above, 
ensure that these are of insignificant 
value and given to all pupils equally 

▪ ensure that all selection processes of 
pupils are fair and these are undertaken 
and agreed by more than one member of 
staff 

▪ ensure that they do not behave in a 
manner which is either favourable or 
unfavourable to individual pupils 
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Adults should exercise care when selecting children for 
specific activities, jobs or privileges in order to avoid 
perceptions of favouritism or injustice. Similar care 
should be exercised when pupils are excluded from an 
activity. Methods of selection and exclusion should 
always be subject to clear, fair, agreed criteria. 
 
10.   Infatuations and ‘crushes’ 

 
All staff need to recognise that it is not uncommon for 
pupils to be strongly attracted to a member of staff 
and/or develop a ‘crush’ or infatuation. They should 
make every effort to ensure that their own behaviour 
cannot be brought into question, does not appear to 
encourage this and be aware that such infatuations 
may carry a risk of their words or actions being 
misinterpreted. 
 
Any member of staff who receives a report, overhears 
something, or otherwise notices any sign, however 
small or seemingly insignificant, that a young person 
has become or may be becoming infatuated with either 
themselves or a colleague, should immediately report 
this to the headteacher or most senior manager3. In this 
way appropriate early intervention can be taken which 
can prevent escalation and avoid hurt, embarrassment 
or distress for those concerned. 
 
The headteacher (or senior manager) should give 
careful thought to those circumstances where the staff 
member, pupil and their parents/carers should be 
spoken to and should ensure a plan to manage the 
situation is put in place. This plan should respond 
sensitively to the child and staff member and maintain 
the dignity of all. This plan should involve all parties, be 
robust and regularly monitored and reviewed. 
 

  
This means that staff should: 
 
▪ report any indications (verbal, written or 

physical) that suggest a pupil may be 
infatuated with a member of staff 

▪ always maintain professional boundaries 
 
This means that senior managers should: 
 

• put action plans in place where 
concerns are brought to their attention 

 

11.   Social contact outside of the workplace 
 
It is acknowledged that staff may have genuine 
friendships and social contact with parents of pupils, 
independent of the professional relationship. Staff 
should, however, also be aware that professionals who 
sexually harm children often seek to establish 
relationships and contact outside of the workplace with 
both the child and their parents, in order to ‘groom’ the 
adult and the child and/or create opportunities for 
sexual abuse. 
 
It is also important to recognise that social contact may 

  
 
 
This means that staff should: 
 
▪ always approve any planned social 

contact with pupils or parents with senior 
colleagues, for example when it is part of 
a reward scheme  

▪ advise senior management of any 
regular social contact they have with a 
pupil which could give rise to concern  

▪ refrain from sending personal 
communication to pupils or parents 
unless agreed with senior managers 

 

 
3 If the headteacher has the concern that a young person is becoming infatuated with them, they should report this 
to the chair of governors, trustees or proprietor.  
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provide opportunities for other types of grooming such 
as for the purpose of sexual exploitation or 
radicalisation.  
 
Staff should recognise that some types of social contact 
with pupils or their families could be perceived as 
harmful or exerting inappropriate influence on children, 
and may bring the setting into disrepute (e.g. attending 
a political protest, circulating propaganda). 
 
If a pupil or parent seeks to establish social contact, or 
if this occurs coincidentally, the member of staff should 
exercise her/his professional judgement. This also 
applies to social contacts made through outside 
interests or the staff member’s own family. 
 
Some staff may, as part of their professional role, be 
required to support a parent or carer. If that person 
comes to depend upon the staff member or seeks 
support outside of their professional role this should be 
discussed with senior management and where 
necessary referrals made to the appropriate support 
agency. 
 

▪ inform senior management of any 
relationship with a parent where this 
extends beyond the usual 
parent/professional relationship 

▪ inform senior management of any 
requests or arrangements where parents 
wish to use their services outside of the 
workplace e.g. babysitting, tutoring 

 
 
 
 

12.  Communication with children (including the 
use of technology) 

 
In order to make best use of the many educational and 
social benefits of new and emerging technologies, 
pupils need opportunities to use and explore the digital 
world. Online risks are posed more by behaviours and 
values than the technology itself. 
 

Staff should ensure that they establish safe and 
responsible online behaviours, working to local and 
national guidelines and acceptable use policies which 
detail how new and emerging technologies may be 
used.  
  
Communication with children both in the ‘real’ world 
and through web based and telecommunication 
interactions should take place within explicit 
professional boundaries. This includes the use of 
computers, tablets, phones, texts, e-mails, instant 
messages, social media such as Facebook and Twitter, 
chat-rooms, forums, blogs, websites, gaming sites, 
digital cameras, videos, web-cams and other hand-held 
devices. (Given the ever-changing world of technology 
it should be noted that this list gives examples only and 
is not exhaustive.) 
 
Staff should not request or respond to any personal 

   
 
 
This means that adults should: 
▪ not seek to communicate/make contact 

or respond to contact with pupils 
outside of the purposes of their work 

▪ not give out their personal details 
▪ use only the equipment and internet 

services provided by the school or 
setting, unless school policies state 
otherwise  

▪ only use internet-enabled personal 
devices in line with school acceptable 
use policies   

▪ follow their school / setting’s acceptable 
use policy and online safety guidance 

▪ ensure that their use of technologies 
could not bring their employer into 
disrepute 

▪ not discuss or share data relating to 
children/ parents / carers in staff social 
media groups 

 
This means that education settings should: 

• wherever possible, provide school 
devices such as cameras and mobile 
phones rather than expecting staff to 
use their own (e.g. on school trips)  
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information from children other than which may be 
necessary in their professional role. They should 
ensure that their communications are open and 
transparent and avoid any communication which could 
be interpreted as ‘grooming behaviour’ 
 
Staff should not give their personal contact details to 
children for example, e-mail address, home or mobile 
telephone numbers, details of web-based identities. If 
children locate these by any other means and attempt 
to contact or correspond with the staff member, the 
adult should not respond and must report the matter to 
their manager. The child should be firmly and politely 
informed that this is not acceptable. 
 
Staff should, in any communication with children, also 
follow the guidance in section 7 ‘Standards of 
Behaviour’.  
 
Staff should adhere to their establishment’s policies, 
including those with regard to communication with 
parents and carers and the information they share 
when using the internet. 
 
13.  Physical contact  
 
There are occasions when it is entirely appropriate and 
proper for staff to have physical contact with children, 
however, it is crucial that they only do so in ways 
appropriate to their professional role and in relation to 
the pupil’s individual needs and any agreed care plan. 
 
Not all children feel comfortable about certain types of 
physical contact; this should be recognised and, 
wherever possible, adults should seek the pupil’s 
permission before initiating contact and be sensitive to 
any signs that they may be uncomfortable or 
embarrassed. Staff should acknowledge that some 
pupils are more comfortable with touch than others 
and/or may be more comfortable with touch from some 
adults than others. Staff should listen, observe and take 
note of the child’s reaction or feelings and, so far as is 
possible, use a level of contact and/or form of 
communication which is acceptable to the pupil. 
 
It is not possible to be specific about the 
appropriateness of each physical contact, since an 
action that is appropriate with one pupil, in one set of 
circumstances, may be inappropriate in another, or with 
a different child. 
 
Any physical contact should be in response to the 

  
 
This means that staff should: 
 
▪ be aware that even well-intentioned 

physical contact may be misconstrued 
by the pupil, an observer or any person 
to whom this action is described 

▪ never touch a pupil in a way which may 
be considered indecent 

▪ always be prepared to explain actions 
and accept that all physical contact be 
open to scrutiny 

▪ never indulge in horseplay or fun fights 
▪ always allow/encourage pupils, where 

able, to undertake self-care tasks 
independently  

▪ ensure the way they offer comfort to a 
distressed pupil is age appropriate  

▪ always tell a colleague when and how 
they offered comfort to a distressed pupil 

▪ establish the preferences of pupils 
▪ consider alternatives, where it is 

anticipated that a pupil might 
misinterpret or be uncomfortable with 
physical contact  

▪ always explain to the pupil the reason 
why contact is necessary and what form 
that contact will take 

▪ report and record situations which may 
give rise to concern 

▪ be aware of cultural or religious views 
about touching and be sensitive to 
issues of gender 
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child’s needs at the time, of limited duration and 
appropriate to their age, stage of development, gender, 
ethnicity and background. Adults should therefore, use 
their professional judgement at all times.  
 
Physical contact should never be secretive, or for the 
gratification of the adult, or represent a misuse of 
authority.  If a member of staff believes that an action 
by them or a colleague could be misinterpreted, or if an 
action is observed which is possibly abusive, the 
incident and circumstances should be immediately 
reported to the manager and recorded. Where 
appropriate, the manager should consult with the Local 
Authority Designated Officer (the DO).  
 
Extra caution may be required where it is known that a 
child has suffered previous abuse or neglect. Staff need 
to be aware that the child may associate physical 
contact with such experiences. They also should 
recognise that these pupils may seek out inappropriate 
physical contact.  In such circumstances staff should 
deter the child sensitively and help them to understand 
the importance of personal boundaries. 
 
A general culture of ‘safe touch’ should be adopted, 
where appropriate, to the individual requirements of 
each child.  Pupils with special educational needs or 
disabilities may require more physical contact to assist 
their everyday learning.  The arrangements should be 
understood and agreed by all concerned, justified in 
terms of the pupil’s needs, consistently applied and 
open to scrutiny. 
 
14.  Other activities that require physical contact 
 

In certain curriculum areas, such as PE, drama or 
music, staff may need to initiate some physical 
contact with children, for example, to demonstrate 
technique in the use of a piece of equipment, adjust 
posture, or support a child so they can perform an 
activity safely or prevent injury.   
 
Physical contact should take place only when it is 
necessary in relation to a particular activity. It should 
take place in a safe and open environment i.e. one 
easily observed by others and last for the minimum 
time necessary. The extent of the contact should be 
made clear and undertaken with the permission of the 
pupil. Contact should be relevant to their age / 
understanding and adults should remain sensitive to 
any discomfort expressed verbally or non-verbally by 
the pupil. 

 
This means that education settings should: 
 
▪ ensure they have a system in place for 

recording incidents and the means by 
which information about incidents and 
outcomes can be easily accessed by 
senior management 

▪ provide staff, on a ‘need to know’ basis, 
with relevant information about 
vulnerable children in their care 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This means that staff should: 
 
▪ treat pupils with dignity and respect 

and avoid contact with intimate parts of 
the body  

▪ always explain to a pupil the reason 
why contact is necessary and what 
form that contact will take  

▪ seek consent of parents where a pupil 
is unable to give this; e.g. because of 
age or disability 

▪ consider alternatives, where it is 
anticipated that a pupil might 
misinterpret any such contact  

▪ be familiar with and follow 
recommended guidance and protocols 

▪ conduct activities where they can be 
seen by others 

▪ be aware of gender, cultural and 
religious issues that may need to be 
considered prior to initiating physical 
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Guidance and protocols around safe and appropriate 
physical contact may be provided, for example, by 
sports governing bodies and should be understood 
and applied consistently. Any incidents of physical 
contact that cause concern or fall outside of these 
protocols and guidance should be reported to the 
senior manager and parent or carer. 
 
It is good practice that all parties clearly understand at 
the outset, what physical contact is necessary and 
appropriate in undertaking specific activities. Keeping 
parents/carers and pupils informed of the extent and 
nature of any physical contact may also prevent 
allegations of misconduct or abuse arising. 
 

contact 
 
 
This means that schools/settings should: 
 
▪ have in place up to date guidance and 

protocols on appropriate physical 
contact, that promote safe practice and 
include clear expectations of behaviour 
and conduct. 

▪ ensure that staff are made aware of this 
guidance and that it is continually 
promoted  

 
 

15 Intimate / personal care 
 
Schools and settings should have clear nappy or pad 
changing and intimate / personal care policies which 
ensure that the health, safety, independence and 
welfare of children is promoted and their dignity and 
privacy are respected. Arrangements for intimate and 
personal care should be open and transparent and 
accompanied by recording systems.  
 
Pupils should be encouraged to act as independently 
as possible and to undertake as much of their own 
personal care as is possible and practicable. When 
assistance is required, this should normally be 
undertaken by one member of staff, however, they 
should try to ensure that another appropriate adult is in 
the vicinity who is aware of the task to be undertaken 
and that, wherever possible, they are visible and/or 
audible. Intimate or personal care procedures should 
not involve more than one member of staff unless the 
pupil’s care plan specifies the reason for this. 
 
A signed record should be kept of all intimate and 
personal care tasks undertaken and, where these have 
been carried out in another room, should include times 
left and returned. 
 
Any vulnerability, including those that may arise from a 
physical or learning difficulty should be considered 
when formulating the individual pupil’s care plan. The 
views of parents, carers and the pupil, regardless of 
their age and understanding, should be actively sought 
in formulating the plan and in the necessary regular 
reviews of these arrangements.  
 
Pupils are entitled to respect and privacy at all times 
and especially when in a state of undress, including, for 

  
 
This means that education settings should: 

• have written care plans in place for any 
pupil who could be expected to require 
intimate care 

• ensure that pupils are actively 
consulted about their own care plan 
 

This means that staff should: 
▪ adhere to their organisation’s intimate 

and personal care and nappy changing 
policies  

▪ make other staff aware of the task being 
undertaken 

▪ always explain to the pupil what is 
happening before a care procedure 
begins 

▪ consult with colleagues where any 
variation from agreed procedure/care 
plan is necessary 

▪ record the justification for any variations 
to the agreed procedure/care plan and 
share this information with the pupil and 
their parents/carers 

▪ avoid any visually intrusive behaviour 
▪ where there are changing rooms  
announce their intention of entering 
▪ always consider the supervision needs 

of the pupils and only remain in the room 
where their needs require this 

 
This means that adults should not: 
 
▪ change or toilet in the presence or sight 

of pupils 
▪ shower with pupils 
▪ assist with intimate or personal care 

tasks which the pupil is able to 
undertake independently 
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example, when changing, toileting and showering. 
However, there needs to be an appropriate level of 
supervision in order to safeguard pupils, satisfy health 
and safety considerations and ensure that bullying or 
teasing does not occur.  This supervision should be 
appropriate to the needs and age of the children 
concerned and sensitive to the potential for 
embarrassment. 
 
16 Behaviour management 
 
Corporal punishment and smacking are unlawful in all 
schools and education settings. 
 
Staff should not use any form of degrading or 
humiliating treatment to punish a child. The use of 
sarcasm, demeaning or insensitive comments towards 
children is completely unacceptable. 
 
Where pupils display difficult or challenging behaviour, 
adults should follow the school’s or setting’s behaviour 
and discipline policy using strategies appropriate to the 
circumstance and situation.   
 
Where a pupil has specific needs in respect of 
particularly challenging behaviour, a positive handling 
plan, including assessment of risk, should be drawn up 
and agreed by all parties, including, for example, a 
medical officer where appropriate.   
 

Senior managers should ensure that the 
establishment’s behaviour policy includes clear 
guidance about the use of isolation and seclusion. The 
legislation on these strategies is complex and staff 
should take extreme care to avoid any practice that 
could be viewed as unlawful, a breach of the pupil’s 
human rights and/or false imprisonment. 
 

  
 
This means that staff should: 
 
▪ not use force as a form of punishment 
▪ try to defuse situations before they 

escalate e.g. by distraction  
▪ keep parents informed of any sanctions 

or behaviour management techniques 
used 

▪ be mindful of and sensitive to factors 
both inside and outside of the school or 
setting which may impact on a pupil’s 
behaviour 

▪ follow the establishment’s behaviour 
management policy 

▪ behave as a role model 
▪ avoid shouting at children other than as 

a warning in an emergency/safety 
situation 

▪  refer to national and local policy and 
guidance regarding Restrictive Physical 
Intervention (RPI) 

▪ be aware of the legislation and potential 
risks associated with the use of isolation 
and seclusion 

▪ comply with legislation and guidance in 
relation to human rights and restriction of 
liberty   

 

17.  The use of control and physical intervention  
 
Early years providers must take all reasonable steps to 
ensure that corporal punishment is not given by any 
person who cares for or is in regular contact with a 
child, or by any person living or working in the premises 
where care is provided. A person will not be taken to 
have used corporal punishment if the action was taken 
for reasons that include averting an immediate danger 
of personal injury to, or an immediate danger of death 
of, any person including the child4. 
The law and guidance for schools states that adults 
may reasonably intervene to prevent a child from: 

  
 
This means that education settings should: 
 
▪ ensure that they have a lawful physical 

intervention policy consistent with local 
and national guidance 

▪ regularly acquaint staff with policy and 
guidance 

▪ ensure that staff are provided with 
appropriate training and support 

▪ have an agreed policy for when and 
how physical interventions should be 
recorded and reported 

 

 

 
4 Para 3.52 Statutory framework for the early years foundation stage (DfE April 2017). 
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• committing a criminal offence 

• injuring themselves or others 

• causing damage to property 

• engaging in behaviour prejudicial to good order 
and to maintain good order and discipline.   

 
 Care staff in residential special schools which are also 
registered as children’s homes are not permitted to use 
physical intervention to maintain good order or 
discipline and should refer to the Children’s Homes 
Regulations (England) 2015 for information.  
 
Great care must be exercised in order that adults do not 
physically intervene in a manner which could be 
considered unlawful.  
 
Under no circumstances should physical force be used 
as a form of punishment. The use of unwarranted or 
disproportionate physical force is likely to constitute a 
criminal offence. Where the school or setting judges 
that a child’s behaviour presents a serious risk to 
themselves or others, they must always put in place a 
robust risk assessment which is reviewed regularly 
and, where relevant, a physical intervention plan. 
 
In all cases where physical intervention has taken 
place, it would be good practice to record the incident 
and subsequent actions and report these to a manager 
and the child’s parents. (In a children’s home it is a legal 
requirement to record such incidents.)  

Similarly, where it can be anticipated that physical 
intervention is likely to be required, a plan should be put 
in place which the pupil and parents/carers are aware 
of and have agreed to. Parental consent does not 
permit settings to use unlawful physical intervention or 
deprive a pupil of their liberty. 

  

This means that staff should: 
 
▪ adhere to the school or setting’s physical 

intervention policy 
▪ always seek to defuse situations and 

avoid the use of physical intervention 
wherever possible  

▪ where physical intervention is necessary, 
only use minimum force and for the 
shortest time needed 

 
This means that staff should not 

• use physical intervention as a form of 
punishment 

 

18.  Sexual conduct 
 
Any sexual behaviour by a member of staff with or 
towards a pupil is unacceptable. It is an offence for a 
member of staff in a position of trust to engage in sexual 
activity with a pupil under 18 years of age5 and sexual 
activity with a child could be a matter for criminal and/or 
disciplinary procedures. 
Pupils are protected by the same laws as adults in 
relation to non-consensual sexual behaviour. They are 
additionally protected by specific legal provisions 

  
 
This means that staff should: 
 
▪ not have any form of sexual contact 

with a pupil from the school or setting 
▪ avoid any form of touch or comment 

which is, or may be considered to be, 
indecent 

▪ avoid any form of communication with a 
pupil which could be interpreted as 
sexually suggestive, provocative or give 
rise to speculation e.g. verbal comments, 

 

 
5 Sexual Offences Act 2003: abuse of a position of trust 
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depending on their age and understanding. This 
includes the prohibition of sexual activity with children 
by adults in a position of trust. 
 
Sexual activity involves physical contact including 
penetrative and non-penetrative acts, however it also 
includes non-contact activities, such as causing pupils 
to engage in or watch sexual activity or the production 
of pornographic material.   
 
There are occasions when adults embark on a course 
of behaviour known as ‘grooming’ where the purpose is 
to gain the trust of a child, and manipulate the 
relationship so sexual abuse can take place. All staff 
should undertake appropriate training so they are fully 
aware of those behaviours that may constitute 
‘grooming’ and of their responsibility to always report to 
a senior manager any concerns about the behaviour of 
a colleague which could indicate that a pupil is being 
groomed. 
 

letters, notes, by email or on social 
media, phone calls, texts, physical 
contact 

▪ not make sexual remarks to or about a 
pupil 

▪ not discuss sexual matters with or in the 
presence of pupils other than within 
agreed curriculum content or as part of 
their recognised job role 
 

 
 
 
 

19.  One to one situations 
 
Staff working in one to one situations with pupils at the 
setting, including visiting staff from external 
organisations can be more vulnerable to allegations or 
complaints. 
 
To safeguard both pupils and adults, a risk assessment 
in relation to the specific nature and implications of one 
to one work should always be undertaken. Each 
assessment should take into account the individual 
needs of each pupil and should be reviewed regularly. 
 
Arranging to meet with pupils from the school or setting 
away from the work premises should not be permitted 
unless the necessity for this is clear and approval is 
obtained from a senior member of staff, the pupil and 
their parents/carers.  
 

  
 
This means that staff should: 
 
▪ ensure that wherever possible there is 

visual access and/or an open door in 
one to one situations 

▪ avoid use of ‘engaged’ or equivalent 
signs wherever possible.  Such signs 
may create an opportunity for secrecy or 
the interpretation of secrecy 

▪ always report any situation where a pupil 
becomes distressed or angry  

▪ consider the needs and circumstances of 
the pupil involved 
 

 

 

20.  Home visits  
 
All work with pupils and parents should usually be 
undertaken in the school or setting or other recognised 
workplace. There are however occasions, in response 
to an urgent, planned or specific situation or job role, 
where it is necessary to make one-off or regular home 
visits. 
 
It is essential that appropriate policies and related risk 
assessments are in place to safeguard both staff and 
pupils, who can be more vulnerable in these situations. 

  
 
This means that staff should:  
 
17 agree the purpose for any home visit 

with their manager 
18 adhere to agreed risk management 

strategies 
19 avoid unannounced visits wherever 

possible 
20 ensure there is visual access and/or an 

open door in one to one situations   
21 always make detailed records including 

times of arrival and departure  
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A risk assessment should be undertaken prior to any 
planned home visit taking place. The assessment 
should include an evaluation of any known factors 
regarding the pupil, parents/carers and any others 
living in the household. Consideration should be given 
to any circumstances which might render the staff 
member becoming more vulnerable to an allegation 
being made e.g. hostility, child protection concerns, 
complaints or grievances. Specific thought should be 
given to visits outside of ‘office hours’ or in remote or 
secluded locations.  Following the assessment, 
appropriate risk management measures should be put 
in place, before the visit is undertaken. In the unlikely 
event that little or no information is available, visits 
should not be made alone.  
 

22 ensure any behaviour or situation which 
gives rise to concern is discussed with 
their manager 

 
This means that education settings should: 
▪ ensure that they have home visit and 

lone-working policies which all adults 
are made aware of. These should 
include arrangements for risk 
assessment and management 

▪ ensure that all visits are justified and 
recorded 

▪ ensure that staff are not exposed to 
unacceptable risk 

▪ make clear to staff that, other than in an 
emergency, they should not enter a 
home if the parent/carer is absent 

▪ ensure that staff have access to a 
mobile telephone and an emergency 
contact  

 
21. Transporting pupils 
 
In certain situations, staff or volunteers may be required 
or offer to transport pupils as part of their work. As for 
any other activity undertaken at work, the employer has 
a duty to carry out a risk assessment covering the 
health and safety of their staff and to manage any 
known risks.6  
 
Consideration must be given to the potential distraction 
of the driver and the supervision of the passengers. A 
judgement should be made about the likely behaviour 
and individual needs of the child/ren. If any of them may 
require close supervision, then another adult should 
travel in the vehicle so that the driver is not distracted 
or compromised7. 
 
Staff should not offer lifts to pupils unless the need for 
this has been agreed by a manager. A designated 
member of staff should be appointed to plan and 
provide oversight of all transport arrangements and 
respond to any concerns that may arise. 
 
Wherever possible and practicable it is advisable that 
transport is undertaken other than in private vehicles 
and with at least one adult additional to the driver acting 
as an escort. 
 
It is a legal requirement that all passengers wear 
seatbelts and the driver should ensure that they do so. 
They should also be aware of and adhere to current 
legislation regarding the use of car seats / booster seats 

  
This means that staff should: 
 
▪ plan and agree arrangements with all 

parties in advance 
▪  respond sensitively and flexibly where 

any concerns arise  
▪ take into account any specific or 

additional needs of the pupil 
▪ have an appropriate licence/permit for 

the vehicle 
▪ ensure they are fit to drive and free 

from any drugs, alcohol or medicine 
which is likely to impair judgement and/ 
or ability to drive  

▪ ensure that if they need to be alone with 
a pupil this is for the minimum time  

▪ be aware that the safety and welfare of 
the pupil is their responsibility until this 
is safely passed over to a parent/carer 

▪ report the nature of the journey, the 
route and expected time of arrival in 
accordance with agreed procedures 

▪ ensure that their behaviour and all 
arrangements ensure vehicle, 
passenger and driver safety. This 
includes having proper and appropriate 
insurance for the type of vehicle being 
driven 

▪ ensure that any impromptu or 
emergency arrangements of lifts are 
recorded and can be justified  

▪ refer to Local and National guidance for 
Educational visits  

 
 

This means education settings should: 

•   seek evidence that:  

 

 
6 See also https://www.gov.uk/government/publications/health-and-safety-advice-for-schools 
7 OEAP updated guidance (July 2018) https://oeapng.info/3618-transporting-young-people-in-private-cars/  
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for younger children. 
 
Staff should ensure that their behaviour is safe and that 
the transport arrangements and the vehicle meet all 
legal requirements. They should ensure that the vehicle 
is roadworthy and appropriately insured and that the 
maximum carrying capacity is not exceeded. 
 
Staff should never offer to transport pupils outside of 
their normal working duties, other than in an emergency 
or where not doing so would mean the child may be at 
risk. In these circumstances the matter should be 
recorded and reported to both their manager and the 
child’s parent(s). The school’s health and safety policy 
and/or educational visits policy should set out the 
arrangements under which staff may use private 
vehicles to transport pupils 
 

o  the vehicle is safe. This means 
that it holds a valid MOT 
certificate, where relevant, that 
the driver certifies it has been 
serviced in line with the 
manufacturer’s schedule, and 
that the driver carries out any 
pre-use checks specified by the 
manufacturer  

o the driver is suitable. This 
means that they hold a valid 
licence for the type of vehicle 
and meet any employer 
requirements  

o there is a valid insurance policy 
covering the driver and the 
vehicle for the intended use. 
This may require that the driver 
has ‘business use’ cover. 

•  Retain evidence of the above with the 
risk assessment8 

 
22.  Educational visits  
 
Staff responsible for organising educational visits 
should be familiar with the Department for Education’s 
advice on Health and Safety available at 
https://www.gov.uk/government/publications/health-
and-safety-on-educational-visits9 
 
The duties in the Health and Safety at Work etc. Act 
1974 and the supporting regulations apply to activities 
taking place on or off the school premises (including 
school visits) in Great Britain. All school employers 
must have a Health and Safety policy. This should 
include policy and procedures for off-site visits, 
including residential visits and any school-led 
adventure activities. 
 
The Management of Health and Safety at Work 
Regulations (1999) impose a duty on employers to 
produce suitable and sufficient risk assessments.  This 
would include assessment of any risks to employees, 
children or others during an educational visit, and the 
measures that should be taken to minimise these risks. 
For regular activities, such as taking pupils to a local 
swimming pool, the risks should be considered under 
the school’s general arrangements and a check to 
make sure that the precautions remain suitable is all 
that is required. For annual or infrequent activities, a 
review of an existing assessment may be all that is 
needed. For new higher-risk activities or trips, a specific 
assessment of the significant risks should be carried 

  
 
 
This means that staff should: 
▪ adhere to their organisation’s 

educational visits guidance 
▪ always have another adult present on 
visits, unless otherwise agreed with senior 
staff 
▪ undertake risk assessments 
▪ have the appropriate consents in place 
(e.g. medical) 
▪ ensure that their behaviour remains 
professional at all times 
▪ never share beds with a child/pupil 
▪ never share bedrooms unless it involves 
a dormitory situation and the 
arrangements have been previously 
discussed with Head teacher, parents and 
pupils 
▪ refer to local and national guidance for 
educational visits, including  
exchange visits (both to the UK and 
abroad) 

 

 

 

 
8 OEAP updated guidance (July 2018) https://oeapng.info/3618-transporting-young-people-in-private-cars/ 
9 Guidance is also available from the Outdoor Education Advisers’ Panel http://oeapng.info/  
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out. 
 
Staff should take particular care when supervising 
pupils in the less formal atmosphere of an educational 
visit where a more relaxed discipline or informal dress 
and language code may be acceptable.  However, staff 
remain in a position of trust and need to ensure that 
their behaviour cannot be interpreted as seeking to 
establish an inappropriate relationship or friendship. 
 
Where out of school or setting activities include 
overnight stays, careful consideration needs to be 
given to sleeping arrangements. Pupils, adults and 
parents should be informed of these prior to the start of 
the trip.  In all circumstances, those organising trips and 
outings should pay careful attention to ensuring there is 
a safe staff/child ratio and suitable gender mix of staff.  
 
 
23.  First Aid and medication 
 
All settings should have an adequate number of 
qualified first-aiders. Parents should be informed when 
first aid has been administered. 
 
Any member of school staff may be asked to become 
a qualified first-aider or to provide support to pupils 
with medical conditions, including the administering of 
medicines, but they cannot be required to do so 
unless this forms part of their contract of 
employment10  
 
Staff should receive sufficient and suitable training 
and achieve the necessary level of competency before 
they take on responsibility to support children with 
medical conditions.  

Advice on managing medicines is included in the 
statutory guidance on supporting pupils at school with 
medical conditions. In circumstances where a pupil 
needs medication regularly, this would usually be 
recorded in their individual healthcare plan. This 
provides details of the level and type of support a child 
needs to manage effectively their medical condition in 
school and should include information about the 
medicine to be administered, the correct dosage and 
any storage requirements.  
After discussion with parents, children who are 
competent should be encouraged to take responsibility 
for managing their own medicines and procedures. This 

  
 
This means that education settings should: 

• ensure there are trained and named 
individuals to undertake first aid 
responsibilities, including paediatric first 
aid if relevant 

• ensure training is regularly monitored 
and updated 

• refer to local and national First Aid 
guidance and guidance on meeting the 
needs of children with medical 
conditions that adults should: 

• adhere to the school or setting’s health 
and safety and supporting pupils with 
medical conditions policies 

• make other staff aware of the task 
being undertaken 

• have regard to pupils’ individual 
healthcare plans 

• always ensure that an appropriate 
health/risk assessment is undertaken 
prior to undertaking certain activities 

• explain to the pupil what is happening. 

• always act and be seen to act in the 
pupil’s best interest 

• make a record of all medications 
administered 

• not work with pupils whilst taking 
medication unless medical advice 
confirms that they are able to do so  

 
 

 

 
10 Teachers cannot be required to do these tasks but other members of staff, whose contracts are agreed locally, 
can be required to do so if their contracts provide for it.  
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could include for example, the application of any 
ointment or sun cream, or use of inhalers or Epipens. 
 
If a member of staff is concerned or uncertain about the 
amount or type of medication being given to a pupil this 
should be discussed with the Designated Safeguarding 
Lead.  
 
Adults taking medication which may affect their ability 
to care for children should seek medical advice 
regarding their suitability to do so and providers should 
ensure that they only work directly with children if that 
advice confirms that the medication is unlikely to impair 
their ability to look after children. Employers are also 
responsible for managing the performance of their 
employees and for ensuring they are suitable to work 
with children. 
 
Risk assessment is likely to recommend that staff 
medication on the premises must be securely stored 
and out of reach of children at all times 
 
24.  Photography, videos and other images / media 
 
Many educational activities involve recording images.  
These may be undertaken for displays, publicity, to 
celebrate achievement and to provide records of 
evidence of the activity.  Under no circumstances 
should staff be expected or allowed to use their 
personal equipment to take images of pupils at or on 
behalf of the school or setting. 
 
All settings should have arrangements with regard to 
the taking and use of images, which is linked to their 
safeguarding and child protection policy. This should 
cover the wide range of devices which can be used for 
taking/recording images e.g. cameras, mobile-phones, 
smart phones, tablets, web-cams etc. and 
arrangements for the use of these by both staff, parents 
and visitors. 
 
Whilst images are regularly used for very positive 
purposes, adults need to be aware of the potential for 
these to be taken and/or misused or manipulated for 
pornographic or ‘grooming’ purposes.  Particular regard 
needs to be given when images are taken of young or 
vulnerable children who may be unable to question why 
or how the activities are taking place. 
 
Pupils who have been previously abused in a manner 
that involved images may feel particularly threatened 
by the use of photography, filming etc. Staff should 

  
 
This means that staff should: 
▪ adhere to their establishment’s policy 
▪ only publish images of pupils where 

they and their parent/carer have given 
explicit written consent to do so 

• only take images where the pupil is 
happy for them to do so 

▪ only retain images when there is a clear 
and agreed purpose for doing so  

▪ store images in an appropriate secure 
place in the school or setting 

▪ ensure that a senior member of staff is 
aware that the photography/image 
equipment is being used and for what 
purpose 

▪ be able to justify images of pupils in 
their possession 

▪ avoid making images in one to one 
situations  

 
This means that adults should not: 
 
▪ take images of pupils for their personal 

use 
▪ display or distribute images of pupils 

unless they are sure that they have 
parental consent to do so (and, where 
appropriate, consent from the child) 

▪ take images of children using personal 
equipment 

▪ take images of children in a state of 
undress or semi-undress 

▪ take images of a child’s injury, bruising 
or similar (e.g. following a disclosure of 
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remain sensitive to any pupil who appears 
uncomfortable and should recognise the potential for 
misinterpretation. 
 
Making and using images of pupils will require the age 
appropriate consent of the individual concerned and 
their parents/carers. Images should not be displayed on 
websites, in publications or in a public place without 
such consent.  The definition of a public place includes 
areas where visitors to the setting have access. 
 
For the protection of children, it is recommended that 
when using images for publicity purposes that the 
following guidance should be followed: 
 

• if the image is used, avoid naming the child, (or, as 
a minimum, use first names rather than surnames) 

• if the child is named, avoid using their image 

• schools and settings should establish whether the 
image will be retained for further use, where and for 
how long 

• images should be securely stored and used only by 
those authorised to do so. 

 

abuse) even if requested by children’s 
social care  

▪ make audio recordings of a child’s 
disclosure   

▪ take images of children which could be 
considered as indecent or sexual  

 
 
 
 

25.  Exposure to inappropriate images 
 

Staff should take extreme care to ensure that children 
and young people are not exposed, through any 
medium, to inappropriate or indecent images. 
 
There are no circumstances that will justify adults: 
making, downloading, possessing or distributing 
indecent images or pseudo-images of children (child 
abuse images). Accessing these images, whether 
using the setting’s or personal equipment, on or off the 
premises, or making, storing or disseminating such 
material is illegal.  
 
If indecent images of children are discovered at the 
establishment or on the school or setting’s equipment 
an immediate referral should be made to the 
Designated Officer (DO) and the police contacted if 
relevant. The images/equipment should be secured 
and there should be no attempt to view or delete the 
images as this could jeopardise necessary criminal 
action. If the images are of children known to the 
school, a referral should also be made to children’s 
social care in line with local arrangements. 
 
Under no circumstances should any adult use school or 
setting equipment to access pornography. Personal 
equipment containing pornography or links to it should 

  
 
This means that staff should:  
 
▪ abide by the establishment’s 

acceptable use and e-safety policies 
▪ ensure that children cannot be exposed 

to indecent or inappropriate images 
▪ ensure that any films or material shown 

to children are age appropriate 
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never be brought into or used in the workplace. This will 
raise serious concerns about the suitability of the adult 
to continue working with children and young people.  
 
Staff should keep their passwords confidential and not 
allow unauthorised access to equipment. In the event 
of any indecent images of children or unsuitable 
material being discovered on a device the equipment 
should not be tampered with in any way. It should be 
secured and isolated from the network, and the DO 
contacted without delay. Adults should not attempt to 
investigate the matter or evaluate the material 
themselves as this may lead to a contamination of 
evidence and a possibility that they will be at risk of 
prosecution themselves. 
 
26. Personal living accommodation including on-
site provision 
 
Generally, staff should not invite any pupils into their 
living accommodation unless the reason to do so has 
been firmly established and agreed with their manager 
and the pupil’s parents/carers. 
 
It is not appropriate for staff to be expected or 
requested to use their private living space for any 
activity, play or learning. This includes seeing pupils for 
e.g. discussion of reports, academic reviews, tutorials, 
pastoral care or counselling. Managers should ensure 
that appropriate accommodation for such activities is 
found elsewhere in the setting.  
 
Under no circumstances should pupils be asked to 
assist adults with jobs or tasks, either for or without 
reward, at or in their private accommodation.   
 
This guidance should also apply to all other persons 
living in or visiting the private accommodation. 
 
27. Overnight supervision and examinations 
 

There are occasions during exam periods when 
timetables clash and arrangements need to be made to 
preserve the integrity of the examination process.  In 
these circumstances, examination boards may allow 
candidates to take an examination the following 
morning, including Saturdays.  
 
The supervision of a candidate on journeys to and from 
the centre and overnight may be undertaken by the 
candidate’s parent/carer or centre staff.  
 

  
 
This means that staff should: 
 

▪ be vigilant in maintaining their privacy,          
including when living in on-site 
accommodation 

▪ be mindful of the need to avoid placing 
themselves in vulnerable situations 

▪ refuse any request for their 
accommodation to be used as an 
additional resource for the school or 
setting 

▪ be mindful of the need to maintain 
appropriate personal and professional 
boundaries 

▪ not ask pupils to undertake jobs or 
errands for their personal benefit 

 
 
 
 
 
 
 
 
 
 
 
 
This means that: 

 
▪ schools should ensure that all 

arrangements reflect a duty of care 
towards pupils and staff 
 

Where staff do supervise candidates 
overnight:  

 
▪ a full health and safety risk assessment 

should have been undertaken 
▪ all members of the household should 

have had appropriate vetting including, 
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The examination board requires the centre to 
determine a method of supervision which ensures the 
candidate’s wellbeing. As a result, in some 
circumstances staff may be asked to volunteer to 
supervise students perhaps in their own homes. 
 
The overriding consideration should be the 
safeguarding of both the pupil and staff; therefore many 
local authorities, professional associations and unions 
do not endorse the practice of staff supervising 
candidates overnight in their own homes. Some 
schools employ alternatives such as a ‘sleep-over’ on 
the school premises.  
 
Where arrangements are made for a staff member to 
supervise a pupil overnight then all necessary 
safeguards should be in place. 
 
28. Curriculum 
 
Many areas of the curriculum can include or raise 
subject matter which is sexually explicit or of a political 
or sensitive nature.  Care should be taken to ensure 
that resource materials cannot be misinterpreted and 
clearly relate to the learning outcomes identified by the 
lesson plan. This can be supported by developing 
ground rules with pupils to ensure sensitive topics can 
be discussed in a safe learning environment.  This plan 
should highlight particular areas of risk and sensitivity 
and care should especially be taken in those areas of 
the curriculum where usual boundaries or rules are less 
rigorously applied e.g. drama  
 
The curriculum can sometimes include or lead to 
unplanned discussion about subject matter of a 
sexually explicit, political or otherwise sensitive nature.  
Responding to children’s questions requires careful 
judgement and staff should take guidance in these 
circumstances from the Designated Safeguarding 
Lead. 
 
Care should be taken to comply with the setting’s policy 
on spiritual, moral, social, cultural (SMSC) which 
should promote fundamental British values and be 
rigorously reviewed to ensure it is lawful and 
consistently applied. Staff should also comply at all 
times with the policy for relationships and sex education 
(RSE). It should be noted that parents have the right to 
withdraw their children from all or part of any sex 
education provided but not from the National 
Curriculum for Science. 
 

where eligible, DBS and barred list 
checks 

▪ all arrangements should be made in 
partnership and agreement with the pupil 
and parents/carers 

▪ arrangements involving one to one 
supervision should be avoided wherever 
possible. 

▪ as much choice, flexibility and contact 
with 'the outside world', should be 
incorporated into any arrangement so far 
as is consistent with appropriate 
supervision 

▪ whenever possible, independent 
oversight of arrangements should be 
made 

▪ any situation which gives rise to 
complaint, disagreement or 
misunderstanding should be reported 

▪ staff should have regard to any local and 
national guidance 

 
 
 
This means that staff should: 
 
▪ have clear written lesson plans 
▪ take care when encouraging pupils to 

use self-expression, not to overstep 
personal and professional boundaries 

▪ be able to justify all curriculum 
materials and relate these to clearly 
identifiable lessons plans. 

 
This means that adults should not: 
 
▪ enter into or encourage inappropriate 

discussions which may offend or harm 
others 

▪ undermine fundamental British values  
▪ express any prejudicial views 
▪ attempt to influence or impose their 

personal values, attitudes or beliefs on 
pupils 
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29. Whistleblowing 
 
Whistleblowing is the mechanism by which staff can 
voice their concerns, made in good faith, without fear of 
repercussion.  Education settings should have a clear 
and accessible whistleblowing policy that meets the 
terms of the Public Interest Disclosure Act 1998.  Staff 
who use whistle blowing procedures should have their 
employment rights protected. 
 
Staff should recognise their individual responsibilities to 
bring matters of concern to the attention of senior 
management and/or relevant external agencies and 
that to not do so may result in charges of serious 
neglect on their part where the welfare of children may 
be at risk. 
 
 
 
 
 
 

  
This means that schools and settings 
should: 
 

• have a whistleblowing policy in place 
which is known to all 

• include in the whistleblowing policy how 
to escalate concerns if they believe that 
safeguarding arrangements in the 
setting are not effective, or a child/ren 
are not being protected 

• have clear procedures for dealing with 
allegations against persons working in 
or on behalf of the school or setting 
 

This means that staff should: 
 
▪ escalate their concerns if they believe a 

child or children are not being protected 
▪ report any behaviour by colleagues that 

raises concern  
▪ report allegations against staff and 

volunteers to their manager, or 
registered provider, or where they have 
concerns about the manager’s 
response report these directly to the 
DO  

 

30. Sharing concerns and recording incidents 
 
All staff should be aware of their establishment’s 
safeguarding procedures, including the procedures for 
dealing with allegations against staff and volunteers.  
 
In the event of an allegation being made, by any 
person, or incident being witnessed, the relevant 
information should be immediately recorded and 
reported to the headteacher, senior manager or 
Designated Safeguarding Lead as appropriate. 
 
Members of staff should feel able to discuss with their 
line manager any difficulties or problems that may 
affect their relationship with or behaviour towards 
pupils, so that appropriate support can be provided 
and/or action can be taken. 
 
In order to safeguard and protect pupils and 
colleagues, where staff have any concerns about 
someone who works with children they should 
immediately report this to the Head teacher, proprietor 
or senior manager in line with the setting’s procedures. 

  
This means that staff should: 
 

• be familiar with their establishment’s 
arrangements for reporting and 
recording concerns and allegations 

• know how to contact the DO and 
Ofsted/regulatory body directly if 
required 

• take responsibility for recording any 
incident, and passing on that 
information where they have concerns 
about any matter pertaining to the 
welfare of an individual in the school or 
setting 

 
This means that education settings should: 
 
▪ have an effective, confidential system 

for recording and managing concerns 
raised by any individual regarding 
adults’ conduct and any allegations 
against staff and volunteers 
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I. Context 
The DfE website page relating to safeguarding arrangements in schools during the 
Coronavirus (COVID-19) pandemic says “Whilst acknowledging the pressure that schools 
and colleges are under, it remains essential that as far as possible they continue to be safe 
places for children.” This addendum is intended as a temporary supplement to the Guidance 
for Safer Working Practice for those working with children and young people in education 
settings.  

 
 

II. Overview and purpose of guidance 
 

This document is an addendum to the non-statutory ‘guidance for safer working practice’ 
2019, an adaptation by the Safer Recruitment Consortium of a document previously published 
for schools by the Department for Education and Skills (DfES). This addendum to the safer 
working practice document is NOT statutory guidance from the Department for Education 
(DfE); it is for employers, local authorities and/or the three safeguarding partners to decide 
whether to use this as the basis for their code of conduct / staff behaviour guidelines.  
 
The document seeks to ensure that the responsibilities of senior leaders of educational 
settings towards children and staff are discharged by raising awareness of illegal, unsafe, 
unprofessional and unwise behaviour.   
 
The 2019 guidance made clear that whilst every attempt had been made to cover a wide 
range of situations, it should be recognised that any guidance cannot cover all eventualities. 
The current pandemic with its associated closure of schools to most children is one such 
example of a circumstance which had not been foreseen and where Government, local 
authorities, school leaders and staff are having to review and amend guidance rapidly.    
 
Now more than ever before, professional judgements may need to be made in situations not 
covered by existing guidance, or which directly contravene the guidance given by the 
employer.  In such circumstances, staff will always advise their senior colleagues of the 
justification for any such action already taken or proposed. 
 
All staff have a responsibility to be aware of systems within their school which support 
safeguarding and any temporary amendment to these should be explained to them by senior 
managers. This includes the school’s child protection policy, staff behaviour policy (sometimes 
called the code of conduct) and online safety / acceptable use policy.   
 
 

III. Underpinning principles 
 

• The welfare of the child is paramount 
 

• Staff should understand their responsibilities to safeguard and promote the welfare of 
pupils 

 

• Staff are responsible for their own actions and behaviour and should avoid any conduct 
which would lead any reasonable person to question their motivation and intentions 

 

• Staff should work, and be seen to work, in an open and transparent way 
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• Staff should acknowledge that deliberately invented/malicious allegations are extremely 
rare and that all concerns should be reported and recorded 
 

 

• Staff should discuss and/or take advice promptly from their line manager if they have acted 
in a way which may give rise to concern 
 

 

• Staff should apply the same professional standards regardless of culture, disability, 
gender, language, racial origin, religious belief and sexual orientation 
 
 

• Staff should not consume or be under the influence of alcohol or any substance, including 
prescribed medication, which may affect their ability to care for children  
 

 

• Staff should be aware that breaches of the law and other professional guidelines could 
result in disciplinary action being taken against them, criminal action and/or other 
proceedings including barring by the Disclosure & Barring Service (DBS) from working in 
regulated activity, or for acts of serious misconduct prohibition from teaching by the 
Teaching Regulation Agency (TRA) 
 
 

• Staff and managers should continually monitor and review practice to ensure this guidance 
is followed 
 
 

• Staff should be aware of and understand their establishment’s child protection policy, 
arrangements for managing allegations against staff, staff behaviour policy, whistle 
blowing procedure and the procedures of the relevant Multi-agency Partnership (MAP).  

  
 

 IV.  How to use this addendum   

 

This addendum and its parent document are intended only to be guidance to schools and do 
not have any statutory weight. However, where statutory guidance does exist in relation to a 
specific topic or practice, this is noted in the text.  
 
Each section in the Guidance for Safer Working Practice provides general guidance about a 
particular aspect of work and, in the right- hand column, specific guidance about which 
behaviours should be avoided and which are recommended. This addendum only highlights 
sections or areas where specific changes or additions are required during the pandemic.  
 
Some settings will have additional responsibilities arising from their regulations (e.g. Early 
Years Foundation Stage [EYFS], Quality Standards) or their responsibility towards young 
people over the age of 18. Not all sections of the guidance will, therefore, be relevant to all 
educational establishments. 
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3. Responsibilities 
 
Staff are accountable for the way in which they: 
exercise authority; manage risk; use resources; and 
safeguard children. 
 
All staff have a responsibility to keep pupils safe and to 
protect them from abuse (sexual, physical and 
emotional), neglect and contextual safeguarding 
concerns. Pupils have a right to be safe and to be 
treated with respect and dignity. It follows that trusted 
adults are expected to take reasonable steps to ensure 
their safety and well-being. Failure to do so may be 
regarded as professional misconduct. 
 
The safeguarding culture of a school is, in part, 
exercised through the development of respectful, 
caring and professional relationships between adults 
and pupils and behaviour by the adult that 
demonstrates integrity, maturity and good judgement. 
 
The public, local authorities, employers and 
parents/carers will have expectations about the nature 
of professional involvement in the lives of children. 
When individuals accept a role working in an education 
setting they should understand and acknowledge the 
responsibilities and trust involved in that role.  
 
Employers have duties towards their employees and 
others under Health and Safety legislation which 
requires them to take steps to provide a safe working 
environment for staff.  
 
Legislation also imposes a duty on employees to take 
care of themselves and anyone else who may be 
affected by their actions or failings.  An employer’s 
Health and Safety duties and the adults’ responsibilities 
towards children should not conflict. Safe practice can 
be demonstrated through the use and implementation 
of these guidelines. 
 

  
 
   
This means that managers / proprietors/ 
governing bodies should: 
 

▪ ensure that appropriate safeguarding 
and child protection policies and 
procedures are distributed, adopted, 
implemented and monitored  

▪ update or amend their CP policy and 
other safeguarding policies in the light 
of DfE guidance on safeguarding 
children during the COVID pandemic 

▪ ensure that if there is no trained DSL on 
site, a senior member of staff is 
identified to lead on safeguarding 
issues 
 

This means that staff should: 
 

▪ understand the responsibilities which 
are part of their employment or role, 
and be aware that sanctions will be 
applied if these provisions are breached 

▪ understand how to raise a concern and 
contact designated staff or partner 
agencies if they have a concern about a 
child, particularly if the normal 
arrangements have been amended 

▪ always act, and be seen to act, in the 
child’s best interests 

▪ avoid any conduct which would lead 
any reasonable person to question their 
motivation and intentions 

▪ take responsibility for their own actions 
and behaviour 

 
This means that employers should: 
 
▪ promote a culture of openness and 

support 
▪ ensure that systems are in place for 

concerns to be raised 
▪ ensure that adults are not placed in 

situations which render them 
particularly vulnerable 

▪ ensure that all adults are aware of 
expectations, policies and procedures 
 
 

 

5 Power and positions of trust and authority 
 
As a result of their knowledge, position and/or the 
authority invested in their role, all those working with 
children in a school or education setting are in a 
position of trust in relation to all pupils on the roll.  
 
The relationship between a person working with a 
child/ren is one in which the adult has a position of 

  
 
This means that staff should not: 
 
▪ use their position to gain access to 

information for their own advantage 
and/or a pupil’s or family’s detriment  

▪ use their power to intimidate, threaten, 
coerce or undermine pupils 

▪ use their status and standing to form or 
promote relationships with pupils which 
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power or influence. It is vital for adults to understand 
this power; that the relationship cannot be one between 
equals and the responsibility they must exercise as a 
consequence. 
 
The potential for exploitation and harm of vulnerable 
pupils means that adults have a responsibility to ensure 
that an unequal balance of power is not used for 
personal advantage or gratification. 
 
Staff should always maintain appropriate professional 
boundaries, avoid behaviour which could be 
misinterpreted by others and report any such incident 
to a senior manager. This is as relevant in the online 
world as it is in the classroom; staff engaging with pupils 
and / or parents online have a responsibility to model 
safe practice at all times.   
 
See also addendum section 24a.   
 
Where a person aged 18 or over is in a position of trust 
with a child under 18, it is an offence1 for that person to 
engage in sexual activity with or in the presence of that 
child, or to cause or incite that child to engage in or 
watch sexual activity.  
 

are of a sexual nature, or which may 
become so 

 

    

8. Dress and appearance 
 
A person’s dress and appearance are matters of 
personal choice and self-expression and some 
individuals will wish to exercise their own cultural 
customs.  However, staff should select a manner of 
dress and appearance appropriate to their professional 
role and which may be necessarily different to that 
adopted in their personal life.  Staff should ensure they 
are dressed decently, safely and appropriately for the 
tasks they undertake; this also applies to online or 
virtual teaching or when working with small groups on 
site (in the case of schools who remain open to 
vulnerable children or those of critical workers).  Those 
who dress or appear in a manner which could be 
viewed as offensive or inappropriate will render 
themselves vulnerable to criticism or allegation.  
 

  
 
This means that staff should wear clothing 
which: 
▪ promotes a positive and professional 

image 
▪ is appropriate to their role 
▪ is not likely to be viewed as offensive, 

revealing, or sexually provocative 
▪ does not distract, cause 

embarrassment or give rise to 
misunderstanding 

▪ is absent of any political or otherwise 
contentious slogans 

▪ is not considered to be discriminatory  
▪ is compliant with professional standards 
▪ in online engagement, is similar to the 

clothing they would wear on a normal 
school day  

 

    
12  Communication with children (including the use 
of technology) 
 
See also addendum section 24a.  

   
 
 

  

 

1 Sexual Offences Act 2003 
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15 Intimate / personal care 
 
Schools and settings should have clear nappy or pad 
changing and intimate / personal care policies which 
ensure that the health, safety, independence and 
welfare of children is promoted and their dignity and 
privacy are respected. Arrangements for intimate and 
personal care should be open and transparent and 
accompanied by recording systems.  
 
Pupils should be encouraged to act as independently 
as possible and to undertake as much of their own 
personal care as is possible and practicable. When 
assistance is required, this should normally be 
undertaken by one member of staff, however, they 
should try to ensure that another appropriate adult is in 
the vicinity who is aware of the task to be undertaken 
and that, wherever possible, they are visible and/or 
audible. Intimate or personal care procedures should 
not involve more than one member of staff unless the 
pupil’s care plan specifies the reason for this. 
 
A signed record should be kept of all intimate and 
personal care tasks undertaken and, where these have 
been carried out in another room, should include times 
left and returned. 
 
Any vulnerability, including those that may arise from a 
physical or learning difficulty should be considered 
when formulating the individual pupil’s care plan. The 
views of parents, carers and the pupil, regardless of 
their age and understanding, should be actively sought 
in formulating the plan and in the necessary regular 
reviews of these arrangements. Any changes to the 
care plan should be made in writing and without delay, 
even if the change in arrangements is temporary; e.g. 
staff shortages, changes to staff rotas during the 
pandemic, etc.   
 
Intimate and personal care should not be carried out by 
an adult that the child does not know. Anyone 
undertaking intimate / personal care in an education 
setting is in regulated activity and must have been 
checked against the relevant DBS barred list, even if 
the activity only happens once; this includes volunteers. 
Volunteers and visiting staff from other schools should 
not undertake care procedures without appropriate 
training.   
 
Pupils are entitled to respect and privacy at all times 
and especially when in a state of undress, including, for 
example, when changing, toileting and showering. 

  
 
This means that education settings should: 

• have written care plans in place for any 
pupil who could be expected to require 
intimate care 

• update care plans in writing where 
appropriate; e.g. because there are 
changes to staff rotas, etc.  

• ensure that pupils are actively 
consulted about their own care plan 

• ensure that intimate / personal care is 
provided by staff known to the child 

• ensure that only individuals that have 
been checked against the relevant DBS 
barred list are permitted to engage in 
intimate or personal care  

• ensure that temporary or visiting staff 
have been trained in intimate and 
personal care procedures 
 

This means that staff should: 
▪ adhere to their organisation’s intimate 

and personal care and nappy changing 
policies  

▪ make other staff aware of the task being 
undertaken 

▪ always explain to the pupil what is 
happening before a care procedure 
begins 

▪ consult with colleagues where any 
variation from agreed procedure/care 
plan is necessary 

▪ record the justification for any variations 
to the agreed procedure/care plan and 
share this information with the pupil and 
their parents/carers 

▪ avoid any visually intrusive behaviour 
▪ where there are changing rooms  
announce their intention of entering 
▪ always consider the supervision needs 

of the pupils and only remain in the room 
where their needs require this 

 
This means that adults should not: 
 
▪ change or toilet in the presence or sight 

of pupils 
▪ shower with pupils 
▪ allow any adult to assist with intimate or 

personal care without confirmation from 
senior leaders that the individual is not 
barred from working in regulated activity  

▪ assist with intimate or personal care 
tasks which the pupil is able to 
undertake independently 
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However, there needs to be an appropriate level of 
supervision in order to safeguard pupils, satisfy health 
and safety considerations and ensure that bullying or 
teasing does not occur.  This supervision should be 
appropriate to the needs and age of the children 
concerned and sensitive to the potential for 
embarrassment. 
 
19.  One to one situations 
 
Staff working in one to one situations with pupils at the 
setting, including visiting staff from external 
organisations can be more vulnerable to allegations or 
complaints. 
 
To safeguard both pupils and adults, a risk assessment 
in relation to the specific nature and implications of one 
to one work should always be undertaken. Each 
assessment should take into account the individual 
needs of each pupil and should be reviewed regularly. 
 
Arranging to meet with pupils from the school or setting 
away from the work premises should not be permitted 
unless the necessity for this is clear and approval is 
obtained from a senior member of staff, the pupil and 
their parents/carers.  
 
During the current school closures, the DfE suggests 
that if there is only one vulnerable child or child of a 
critical worker, the school should consider closing, and 
liaise with the local authority to identify alternative 
provision; e.g., at a hub school. If the school must 
remain open with only one or two children, there should 
be more than one member of staff to meet fire safety, 
first aid, supervision and other emergency procedures.  
 
In EYFS settings, there must be at least one person 
trained in paediatric first aid, even if there is only one 
child on site   
 

  
 
This means school leaders should:  
 
▪ keep pupil numbers under constant 

review  
▪ ensure that risk assessments and 

emergency procedures are reviewed in 
the event of lone working / very small 
numbers on site 

▪ liaise with the LA on suitable alternative 
provision if the school needs to close 
due to very low pupil numbers  

 
 
This means that staff should: 
 
▪ work one to one with a child only where 

absolutely necessary and with the 
knowledge and consent of senior leaders 
and parents/carers 

▪ be aware of relevant risk assessments, 
policies and procedures 

▪ ensure that wherever possible there is 
visual access and/or an open door in 
one to one situations 

▪ avoid use of ‘engaged’ or equivalent 
signs wherever possible.  Such signs 
may create an opportunity for secrecy or 
the interpretation of secrecy 

▪ always report any situation where a pupil 
becomes distressed, anxious or angry  

▪ consider the needs and circumstances of 
the pupil involved 
 

 

 

20.  Home visits  
 
All work with pupils and parents should usually be 
undertaken in the school or setting or other recognised 
workplace. There are however occasions, in response 
to an urgent, planned or specific situation or job role, 
where it is necessary to make one-off or regular home 
visits.  
 
In the current situation, some settings may ask staff to 
undertake welfare visits, particularly in the EYFS or to 
primary age children. Settings should take into account 

  
 
This means that staff should:  
 
▪ agree the purpose for any home visit 

with their manager 
▪ have a clear understanding of the 

actions that should be taken if it is 
believed that a child or parent is at 
immediate risk of harm, including when 
to contact emergency services and / or 
partner agencies 

▪ adhere to agreed risk management 
strategies 
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the advice of their local authority early years service 
and / or MAP when deciding whether these home visits 
are proportionate and desirable. Staff will normally 
undertake home visits with a colleague. Staff 
undertaking welfare visits should always try to give 
parents / carers advance warning unless there is good 
reason not to; e.g. because the visit has been prompted 
by safeguarding concerns and / or is at the request of 
children’s social care. In these cases, one of the staff 
undertaking the visit should be a Designated 
safeguarding lead or deputy safeguarding person. The 
purpose of the visit should be clarified and staff should 
be aware of the circumstances in which emergency 
services or partner agencies should be contacted.       
 
It is essential that appropriate policies and related risk 
assessments are in place to safeguard both staff and 
pupils, who can be more vulnerable in these situations. 
A risk assessment should be undertaken prior to any 
planned home visit taking place. The assessment 
should include an evaluation of any known factors 
regarding the pupil, parents/carers and any others 
living in the household. Consideration should be given 
to any circumstances which might render the staff 
member becoming more vulnerable to an allegation 
being made e.g. hostility, child protection concerns, 
complaints or grievances. Specific thought should be 
given to visits outside of ‘office hours’ or in remote or 
secluded locations.  Following the assessment, 
appropriate risk management measures should be put 
in place, before the visit is undertaken. In the unlikely 
event that little or no information is available, visits 
should not be made alone.  
 

▪ avoid unannounced visits wherever 
possible 

▪ ensure there is visual access and/or an 
open door in one to one situations  

▪ observe social distancing at all times  
▪ except in an emergency, never enter a 

home without the parent or carer’s 
consent or when the parent is absent  

▪ always make detailed records including 
times of arrival and departure  

▪ ensure any behaviour or situation which 
gives rise to concern is discussed with 
their manager 

 
This means that education settings should: 
▪ ensure that they have home visit and 

lone-working policies which all adults 
are made aware of. These should 
include arrangements for risk 
assessment and management 

▪ ensure that policies reflect any 
procedures or guidance issued by the 
MAP in relation to undertaking home 
visits 

▪ ensure that all visits are justified and 
recorded 

▪ ensure that staff understand the 
purpose and limitations of welfare visits 

▪ ensure that staff are not exposed to 
unacceptable risk 

▪ make clear to staff that, other than in an 
emergency, they should not enter a 
home if the parent/carer is absent 

▪ ensure that staff have access to a 
mobile telephone and an emergency 
contact number  

 

23.  First Aid and medication 
 
The narrative of section 23 in the parent document still 
stands. However, it is worth noting that in exceptional 
circumstances, the Managing Health & Safety at Work 
Regulations do allow an organisation to function 
without any member of staff being trained in ‘First Aid 
at Work’. If a school has no trained first aider due to 
COVID-19, it is the responsibility of school leaders and 
/ or the employer to identify a senior person on site each 
day to lead on any crisis or serious incident including 
the provision of first aid. This decision should be 
supported by a risk assessment that takes into account 
the number of staff, children and / or other visitors on 
site, the proximity of emergency services, any particular 
risks presented, etc. Risks should be minimised as 
much as possible, for example by not undertaking high 
risk or adventurous activities.  

  
 
This means that education settings should: 

• ensure there are trained and named 
individuals to undertake first aid 
responsibilities, including paediatric first 
aid if relevant 

• if there is no member of staff available 
who has completed ‘first aid at work’ 
training, identify a senior person to be 
responsible each day  

• review and update first aid, medicines 
in school and crisis / emergency 
policies and relevant risk assessments 

• refer to local and national First Aid 
guidance and guidance on meeting the 
needs of children with medical 
conditions  
 

This means that adults should: 

• adhere to the school or setting’s health 
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Staff whose ‘first aid at work’ training is about to or has 
expired since 16th March 2020 should be aware that the 
HSE has agreed an extension of 3 months for renewal.   
 
Depending on the ages of the children accessing the 
provision, there must be at least one person trained in 
paediatric first aid at all times when children are on site.  

and safety and supporting pupils with 
medical conditions policies 

• make other staff aware of the task 
being undertaken 

• have regard to pupils’ individual 
healthcare plans 

• always ensure that an appropriate 
health/risk assessment is undertaken 
prior to undertaking certain activities 

• explain to the pupil what is happening. 

• always act and be seen to act in the 
pupil’s best interest 

• make a record of all medications 
administered 

• not work with pupils whilst taking 
medication unless medical advice 
confirms that they are able to do so  

 
 

24a.  Use of technology for online / virtual teaching 
 
The narrative of section 24 remains relevant. However, 
there has been a sharp increase in the use of 
technology for remote learning since March 2020 and 
this addendum provides some basic guidelines for staff 
and school leaders.  
 
All settings should review their online safety and 
acceptable use policies and amend these if necessary, 
ensuring that all staff involved in virtual teaching or the 
use of technology to contact pupils are briefed on best  
practice and any temporary changes to policy / 
procedures.  
 
When selecting a platform for online / virtual teaching, 
settings should satisfy themselves that the provider has 
an appropriate level of security. Wherever possible, 
staff should use school devices and contact pupils only 
via the pupil school email address / log in. This ensures 
that the setting’s filtering and monitoring software is 
enabled.  
 
In deciding whether to provide virtual or online learning 
for pupils, senior leaders should take into account 
issues such as accessibility within the family home, the 
mental health and wellbeing of children, including 
screen time, the potential for inappropriate behaviour 
by staff or pupils, staff access to the technology 
required, etc. Virtual lessons should be timetabled and 
senior staff, DSL and / or heads of department should 
be able to drop in to any virtual lesson at any time – the 
online version of entering a classroom.     
 
Staff engaging in online learning should display the 
same standards of dress and conduct that they would 

  
 
This means that senior leaders should: 
▪ review and amend their online safety 

and acceptable use policies to reflect 
the current situation 

▪ ensure that all relevant staff have been 
briefed and understand the policies and 
the standards of conduct expected of 
them 

▪ have clearly defined operating times for 
virtual learning   

▪ consider the impact that virtual teaching 
may have on children and their parents/ 
carers / siblings 

▪ determine whether there are 
alternatives to virtual teaching in ‘real 
time’ – e.g., using audio only, pre-
recorded lessons, existing online 
resources 

▪ be aware of the virtual learning 
timetable and ensure they have the 
capacity to join a range of lessons 

▪ take into account any advice published 
by the local authority, MAP or their 
online safety / monitoring software 
provider   

 
 
This means that staff should: 
▪ adhere to their establishment’s policy 
▪ be fully dressed  
▪ ensure that a senior member of staff is 

aware that the online lesson / meeting 
is taking place and for what purpose 

▪ avoid one to one situations – request 
that a parent is present in the room for 
the duration, or ask a colleague or 
member of SLT to join the session  

▪ only record a lesson or online meeting 
with a pupil where this has been agreed 
with the head teacher or other senior 
staff, and the pupil and their 
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in the real world; they should also role model this to 
pupils and parents. The following points should be 
considered:- 

▪ think about the background; photos, artwork, 
identifying features, mirrors – ideally the backing 
should be blurred 

▪ staff and pupils should be in living / communal 
areas – no bedrooms  

▪ staff and pupils should be fully dressed 
▪ filters at a child’s home may be set at a threshold 

which is different to the school 
▪ resources / videos must be age appropriate – 

the child may not have support immediately to 
hand at home if they feel distressed or anxious 
about content  

 
   
It is the responsibility of the staff member to act as a 
moderator; raise any issues of suitability (of dress, 
setting, behaviour) with the child and / or parent 
immediately and end the online interaction if necessary    
Recording lessons does not prevent abuse. If staff wish 
to record the lesson they are teaching, consideration 
should be given to data protection issues; e.g., whether 
parental / pupil consent is needed and retention / 
storage. If a staff member believes that a child or parent 
is recording the interaction, the lesson should be 
brought to an end or that child should be logged out 
immediately. Staff, parent and pupil AUPs should 
clearly state the standards of conduct required.  
 
If staff need to contact a pupil or parent by phone and 
do not have access to a work phone, they should 
discuss this with a senior member of staff and, if there 
is no alternative, always use ‘caller withheld’ to ensure 
the pupil / parent is not able to identify the staff 
member’s personal contact details.     
 

parent/carer have given explicit written 
consent to do so 

▪ be able to justify images of pupils in 
their possession 

 
This means that adults should not: 
 
▪ contact pupils outside the operating 

times defined by senior leaders  
▪ take or record images of pupils for their 

personal use 
▪ record virtual lessons or meetings using 

personal equipment (unless agreed and 
risk assessed by senior staff) 

▪ engage online while children are in a 
state of undress or semi-undress 

 
 
 
 

    
28. Whistleblowing 
 
Whistleblowing is the mechanism by which staff can 
voice their concerns, made in good faith, without fear of 
repercussion.  Education settings should have a clear 
and accessible whistleblowing policy that meets the 
terms of the Public Interest Disclosure Act 1998.  Staff 
who use whistle blowing procedures should have their 
employment rights protected. 
 
Staff should recognise their individual responsibilities to 
bring matters of concern to the attention of senior 
management and/or relevant external agencies and 

  
This means that schools and settings 
should: 
 

• have a whistleblowing policy in place 
which is known to all and which has 
been reviewed / amended in the light of 
the current pandemic 

• include in the whistleblowing policy how 
to escalate concerns if they believe that 
safeguarding arrangements in the 
setting are not effective, or a child/ren 
are not being protected 

• have clear procedures for dealing with 
allegations against persons working in 
or on behalf of the school or setting 
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that to not do so may result in charges of serious 
neglect on their part where the welfare of children may 
be at risk. 
 
Staff should be reminded of the routes for raising 
concerns during school closure or part closure, 
including how to escalate their concern if the normal 
routes for whistleblowing are impeded by the absence 
/ illness of senior managers.   

This means that staff should: 
 
▪ escalate their concerns if they believe a 

child or children are not being protected 
▪ report any behaviour by colleagues that 

raises concern  
▪ report allegations against staff and 

volunteers to their manager, or 
registered provider, or where they have 
concerns about the manager’s 
response report these directly to the 
DO  
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Privacy Notice – Brigshaw Learning Partnership staff, former staff, 

prospective staff and volunteers 

Under data protection law, individuals have a right to be informed about how the school uses any 

personal data that we hold about them. We comply with this right by providing ‘privacy notices’ 

(sometimes called ‘fair processing notices’) to individuals where we are processing their personal 

data. 

This privacy notice explains how we collect, store and use personal data about individuals we employ, 

or otherwise engage, to work at our schools or individuals who apply to work in our schools. 

We, The Brigshaw Learning Partnership are the ‘data controller’ for the purposes of data protection 

law.  

Our Data Protection Officer is Mrs Wendy Harrington(see ‘Contact us’ below).  

 

The personal data we hold 
We process data relating to those we employ, or otherwise engage, to work at our school. We will 

also process the data of those applying to work in the school. The categories of personal data that we 

may collect, use, store and share (when appropriate) about you includes, but is not restricted to: 

● Personal information (such as name, ID number such as on passport, employee or teacher 

number, national insurance number) 

● Contact details (email and name and address) 

● Characteristics information (such as gender, age, ethnic group and nationality) 

● Car registration 

● Next of kin and emergency contact numbers 

● Contract information (such as salary, start date, annual leave, paygrade, pension and benefits 
information) 

● Bank account details, payroll records, National Insurance number and tax status information 

● Recruitment information, including copies of right to work documentation, references and other 
information included in a CV or cover letter or as part of the application process 

● Qualifications (and, where relevant, subjects taught) and employment records, including work 
history, job titles, working hours, training records, subjects taught and professional 
memberships 

● Work related qualifications such as first aid and health and safety courses undertaken 

● Performance information 

● Outcomes of any disciplinary and/or grievance procedures 

● Absence data (such as number of absences and reasons) 

● Copy of driving licence 

● Copy of passport 

● Photographs 

● Data about your use of the school’s information and communications system 

● References provided to other organisations 
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● Financial information 

● DBS information 

 

Under Article 9 of the GDPR, we may also collect, store and use information about you that falls into 

"special categories" of more sensitive personal data. This includes information about (where 

applicable): 

● Race, ethnicity, religious beliefs, sexual orientation and political opinions 

● Trade union membership 

● Health, including any medical/disabilities information, and sickness records. This will include 
details relating to infection vulnerabilities of both the member of staff and members of their 
household 

● Biometric information 

● CCTV footage captured in school 

 

 

 
Why we use this data 
 

The purpose of processing this data is to help us run the school, including to: 

● Enable you to be paid and receive a pension if applicable 

● Facilitate safe recruitment, as part of our safeguarding obligations towards pupils 

● Support effective performance management 

● Inform our recruitment and retention policies 

● Allow better financial modelling and planning 

● Enable ethnicity, disability and other equality monitoring 

● Improve the management of workforce data across the sector 

● Support the work of the School Teachers’ Review Body 

● Ensure we are providing a safe working environment with appropriately qualified staff 

● Manage our extra-curricular activities safely 

● To provide a service such as cash free catering and secure printing 

● To manage and protect public monies effectively 

● To assess the quality of our services  

● To promote our services to our pupils and their families. 

● Provide and monitor a first-aid service 

● To comply with the law regarding education 

● To manage our data breach procedures 

● To manage our Disaster Recovery and Response procedures 

● To provide adequate insurance cover for our activities 

● Protect public health 

● To protect staff welfare 
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Our lawful basis for using this data 
. 

We collect and use staff and volunteer information for a number of different reasons:  

● Requirements of the Education Act 1996 and 2011 

● Article 6 and Article 9 of the new GDPR laws, provide some of the underpinning purposes for 
school’s data collection.  

● The school workforce (SWF) census 

● The School Staffing (England) Regulations 2009,  

● Statutory guidance such as Keeping Children Safe in Education 

● Equalities Act 2010 

● Section 5 of the Education (Supply of Information about the School Workforce) (England) 
Regulations 2007 and amendments. 

 

Most commonly, we use it where we need to: 

● Fulfil a contract we have entered into with you 

● Comply with a legal obligation 

● Carry out a task in the public interest 

Less commonly, we may also use personal information about you where: 

● You have given us consent to use it in a certain way 

 We need to protect your vital interests (or someone else’s interests) for example, we will use 
this personal data in a life-or-death situation or during a pandemic 

● We need to fulfil a contract where we need to process personal data to fulfil a contract  

 

Where you have provided us with consent to use your data, you may withdraw this consent at any 

time. We will make this clear when requesting your consent, and explain how you go about 

withdrawing consent if you wish to do so. 

Some of the reasons listed above for collecting and using personal information about you overlap, 

and there may be several grounds which justify the school’s use of your data. 

 

Collecting this information 
We collect information from you on job application forms and references etc. While the majority of 

information we collect from you is mandatory, there is some information that you can choose whether 

or not to provide to us. 

Occasionally we may need to collect medical data to provide parents and other visitors with first aid 

Whenever we seek to collect information from you, we make it clear whether you must provide this 

information (and if so, what the possible consequences are of not complying), or whether you have a 

choice. 

 

How we store this data  
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We have put in place appropriate security measures to prevent your personal information from being 
accidentally lost, used or accessed in an unauthorised way, altered or disclosed.  

We will dispose of your or your family’s personal data securely when we no longer need it. 

We create and maintain an employment file for each staff member. The information contained in this 

file is kept secure and is only used for purposes directly relevant to your employment. 

Once your employment with us has ended, we will retain this file and delete the information in it in 

accordance with our Record Retention and Data Handling Policies. A copy of these and all school 

policies can be found on the google drive. Paper copies can be requested from the Data Protection 

Officer. 

We have a record retention schedule which sets out how long we must keep information. Copies of 

this schedule can be obtained from the school office.  

 

 

Data sharing 
We share personal data with the Department for Education (DfE), OFSTED on a statutory basis. This 

data sharing underpins workforce policy monitoring, evaluation, and links to school funding / 

expenditure and the assessment of educational attainment. 

We are required to share information about our school employees with our local authority (LA) and the 

Department for Education (DfE) under section 5 of the Education (Supply of Information about the 

School Workforce) (England) Regulations 2007 and amendments.  

We will also share information with your pension providers and our HR providers. Where your data is 

outsourced to a third party processor who provides a service to us, for example: data entered onto 

evolve or Sims, the same data protection standards that the school upholds are imposed on the 

processor. We will check that organisations comply with GDPR strict terms and conditions covering 

the confidentiality and handling of the data, security arrangements and retention and use of the data.  

We will not, without your express consent, provide your personal information to any third parties for 

the purpose of direct marketing. 

Where it is legally required, or necessary (and it complies with data protection law) we may share 

personal information about you with: 

● Our Local Authority – to meet our legal obligations to share certain information with it, such as 
safeguarding concerns and DBS checks  

● The directors, leaders and members of the BLP and individual school Local Governing Bodies - 
to meet our legal obligations for such things as information about headteacher performance 
and staff hearings 

● The Department for Education 

● Your family or representatives in an emergency situation 

● Educators and examining bodies 

● Ofsted 

● Suppliers, software and service providers – to enable them to provide the service we have 
contracted them for, such as payroll 

● Financial organisations 

● Central government  

● Our auditors 

● Survey and research organisations 
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● Trade unions and associations 

● Health authorities in the UK and abroad (when overseas on BLP business) 

● Security organisations 

● Health and social welfare organisations 

● Professional advisers and consultants such as return to work advisors and occupational health 

● Charities and voluntary organisations 

● Police forces, courts, tribunals 

● Employment, supply and recruitment agencies 

● Prospective employers requesting a reference 

● Educational trip management software 

● PFI companies who hold staff contact and CCTV images (in schools managed by Pinnacle) 

● CPD providers 

● School photographers 

● Other educational establishments we collaborate with. For example, Royds, Temple Moor and 
Virtual school to enable us to provide our sixth form provision 

● Schools ICT to provide back-up computer services 

● Our HR providers: avec 

● Our insurance brokers and companies who insure our activities, buildings and staff 

● Staff absence insurers 

● Other organisations requesting a reference 

● The press 

 

 

Data collection requirements 
The DfE collects and processes personal data relating to those employed by schools. All state funded 
schools are required to make a census submission because it is a statutory return under sections 113 
and 114 of the Education Act 2005 
 
To find out more about the data collection requirements placed on us by the Department for 
Education including the data that we share with them, go to https://www.gov.uk/education/data-
collection-and-censuses-for-schools. 
 

The Department may share information about school employees with third parties who promote the 

education or well-being of children or the effective deployment of school staff in England by: 

 

● conducting research or analysis 
● producing statistics 
● providing information, advice or guidance 

 

The Department has robust processes in place to ensure that the confidentiality of personal data is 

maintained and there are stringent controls in place regarding access to it and its use. Decisions on 

whether DfE releases personal data to third parties are subject to a strict approval process and based 

on a detailed assessment of: 
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● who is requesting the data 
● the purpose for which it is required 
● the level and sensitivity of data requested; and  
● the arrangements in place to securely store and handle the data  

 

To be granted access to school workforce information, organisations must comply with its strict terms 

and conditions covering the confidentiality and handling of the data, security arrangements and 

retention and use of the data. 

 

Transferring data internationally 
Where we transfer personal data to a country or territory outside the European Economic Area, we 

will do so in accordance with data protection law. 

 

Your rights 
How to access personal information we hold about you 

Individuals have a right to make a ‘subject access request’ to gain access to personal information 

that the school holds about them. 

If you make a Subject Access Request, and if we do hold information about you, you can request us 

to: 

● Give you a description of it 

● Tell you why we are holding and processing it, and how long we will keep it for 

● Explain where we got it from, if not from you 

● Tell you who it has been, or will be, shared with 

● Let you know whether any automated decision-making is being applied to the data, and any 
consequences of this 

● Give you a copy of the information in an intelligible form 

You may also have the right for your personal information to be transmitted electronically to another 

organisation in certain circumstances. 

If you would like to make a request, please contact our Data Protection Officer. 

 

Your other rights regarding your data 
Under data protection law, individuals have certain rights regarding how their personal data is used 

and kept safe. You have the right to: 

● In certain circumstances, object to the use of your personal data if it would cause, or is causing, 
damage or distress where there is no compelling reason for its continued processing. 

● Prevent your data being used to send direct marketing. 

● In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or 
restrict processing. 

● In certain circumstances, be notified of a data breach. 

● Make a complaint to the Information Commissioner’s Office. 

● Claim compensation for damages caused by a breach of the data protection regulations. 
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To exercise any of these rights, please contact our Data Protection Officer. 

 

Complaints 
We take any complaints about our collection and use of personal information very seriously. 

If you think that our collection or use of personal information is unfair, misleading or inappropriate, or 

have any other concern about our data processing, please raise this with us in the first instance. 

To make a complaint, please contact our Data Protection Officer. 

 

Alternatively, you can make a complaint to the Information Commissioner’s Office: 

● Report a concern online at https://ico.org.uk/concerns/ 

● Call 0303 123 1113 

● Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, 
Cheshire, SK9 5AF 

 

You may also wish to refer to our whistleblowing policy, copies of this can also be found in the google 

drive. 

 

Contact us 
If you have any questions, concerns or would like more information about anything mentioned in this 

privacy notice, please contact our Data Protection Officer (DPO): 

● Wendy Harrington: DPO@brigshawtrust.com 

The DPO role is to oversee and monitor the school’s data protection procedures, and to ensure they 

are compliant with the GDPR. If you feel your school’s data procedures are not fully compliant in any 

way, please contact the DPO to discuss the matter. 

 
Privacy Policy Changes 
Although most changes are likely to be minor, the Brigshaw Learning Partnership may change its 
Privacy Policy from time to time, and in the Brigshaw Learning Partnership’s sole discretion.  

Brigshaw Learning Partnership (BLP) 
Brigshaw Learning Partnership is the data controller for your school. The BLP can be contacted at: 
Brigshaw High School, Brigshaw Lane, Allerton Bywater, Castleford, WF10 2HR    Tel: 0113 2878900 

 
 

 

 

BLP Handbook Appendix F Staff Privacy Notice

https://ico.org.uk/concerns/


Code of conduct pg. 1 

 
 

 

 
 
 
 
 

 

 
CODE OF CONDUCT POLICY 

 

 

 

Approved by BLP Board:   
16 July 2018 

Consultation ended September 2018 
Noted by  local Governing Bodies Autumn 2018 

 
 

For review: 
July 2021 

 

                 

 

 
 

 

 
 

 

 

 

BLP Handbook Appendix G Staff code of Conduct Policy



Code of conduct pg. 2 

 

 

 

Table of Contents 
 

1. Purpose .................................................................................................................................... 4 
2. Scope ....................................................................................................................................... 4 
3. Standards and Attitude ........................................................................................................... 4 
4. The Principles .......................................................................................................................... 5 
5. Confidentiality and Disclosure of Information ........................................................................ 6 
6. Political Neutrality ................................................................................................................... 6 
7. Relationships with Pupils ......................................................................................................... 7 

8. Safeguarding of Pupils/Students   .......................................................................................... 7 
9. Bullying and Harassment ......................................................................................................... 7 
10. Appointment of Staff ............................................................................................................... 7 
11. The Local Community and Service Users ................................................................................ 8 
12. Contractors .............................................................................................................................. 8 
13. Outside Commitments ............................................................................................................ 8 
14. Conduct ................................................................................................................................... 8 
15. Dress and Appearance ............................................................................................................. 9 
16. Additional Work ...................................................................................................................... 9 
17. Books, Training Materials and Intellectual Property Rights .................................................. 10 
18. Patents and Inventions .......................................................................................................... 10 
19. Refusal of a Request to Take on Additional Work ................................................................ 10 
20. Computer/IT Use ................................................................................................................... 10 
21. Misuse of Computers/IT ........................................................................................................ 11 
22. Use of Social Networking Sites .............................................................................................. 11 
23. Personal Interests .................................................................................................................. 12 
24. Equality .................................................................................................................................. 12 
25. Tender Procedures ................................................................................................................ 12 
26. Gifts and hospitality .............................................................................................................. 12 
27. Corruption ............................................................................................................................. 13 
28. Financial Procedure Rules ..................................................................................................... 13 
29. Sponsorship ........................................................................................................................... 13 
30. Contact with the press and media ........................................................................................ 14 
31. Talks to outside bodies, radio and television interviews, and contributions to publications, 

etc. 14 
32. Smoking and Vaping .............................................................................................................. 14 
33. Drug and Alcohol Misuse ....................................................................................................... 15 
Appendix 1 – Notification of Criminal Investigations and other required disclsoures. .................... 16 
Appendix 2 – Disqualification Under the Childcare Act 2006 – Amended Regulations ................... 17 

 
 

 

 

 

 

BLP Handbook Appendix G Staff code of Conduct Policy



Code of conduct pg. 3 

 

 

 

Equality Impact Assessment 
 

We will do all we can to ensure that this policy does not discriminate, directly or indirectly. We 

shall do this through regular monitoring and evaluation of our policies. On review we shall assess 

and consult relevant stakeholders on the likely impact of our policies on the promotion of all 

aspects of equality, as laid down in the Equality Act (2010). This will include, but not necessarily 

be limited to: race; gender; sexual orientation; disability; ethnicity; religion; cultural beliefs and 

pregnancy/maternity. 
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CODE OF CONDUCT POLICY 
      

1. Purpose  
 

The purpose of having a Code of Conduct is to:  
 
1.1 To make a clear statement about the standards of conduct expected of employees of the Trust. 
 
1.2 To ensure the highest standards of conduct by identifying the Trust’s standards which sit 

alongside professional codes and guidelines.  
 
1.3 Help all employees to act in a way which upholds the Trust’s standards and at the same time, 

protect them from criticism, misunderstanding or complaint.  
 
1.4 To help build trust between the Trust and the people who come into contact with those working 

for it. 
 
1.5 This policy does not form part of any employee's contract of employment and the Trust may 

amend it at any time following consultation with Trade Unions. 
 
2. Scope 

  
2.1 This Code of Conduct applies to all school employees, centrally employed Trust staff and 

volunteers of the Trust.  
 

The Trust has a separate Code of Conduct policy for  Governors, Trustees and Directors 
 
2.2 For employees disregarding this Code will, in certain circumstances, result in disciplinary action 

being taken in accordance with the Trusts Diciplinary Policy. This Code of Conduct forms part of 
the Trust’s disciplinary rules.  A serious breach of the Code will be regarded as gross misconduct. 
A less serious breach may result in a disciplinary warning. 

 
2.3 All employees and volunteers will be supplied with a copy of this Code, which they are expected 

to read, sign and follow. 
 
2.4 The term Manager is used throughout the Policy to refer to the Headteacher/Principal/Chief 

Executive/Line Manager as relevant in each School and for any centrally employed Trust staff.  
 
3. Standards and Attitude  
 

3.1 All employees of the Trust are expected to give the highest possible standard of service to the 
public, Governors, Directors and fellow employees. 

 
3.2 The attitude of employees in dealing with people reflects on the Trust so it is important that they 

are helpful, polite and courteous. People’s impression of the Trust is strongly influenced by the 
views of the people who work for it. Whether or not employees are aware of it, others will accept 
the comments they make. Employees therefore need to consider carefully the effect of what 
they say. 
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3.3 All employees are expected to report to their Manager any perceived or anticipated impropriety, 

breach of procedure or policy of the Trust.  
 

3.4 It is not enough to avoid actual impropriety, as public perceptions are very important. Employees 
should avoid any appearance of improper conduct, which may give rise to suspicion. 

 
3.5 There are a number of principles that exemplify the required standards. They are set out below. 

A number of these aspects are dealt with in more detail within this Code.  
 
4. The Principles  
 

4.1 Honesty, Integrity, Impartiality and Objectivity  
 

All employees must perform their duties with honesty, integrity, impartiality and objectivity.  
 

4.2 Accountability  
 

All employees must be accountable to the Trust for their actions.  
 
4.3 Respect for Others  

 
All employees must: 

 

 Treat others with respect  

 Not discriminate unlawfully against any person  

 Treat others professionally.  
 

4.4 Stewardship  
 

All employees must:  
 

 Use any Trust funds entrusted to or handled by them in a responsible and lawful manner  

 Not make personal use of property or facilities of the Trust unless properly authorised to 
do so.  

 
4.5 Personal Interests  

 
All employees must not in their official or personal capacity:  

 

 Allow their personal interests to conflict with the Trust’s requirements  

 Use their position improperly to confer an advantage or disadvantage on any person.  
 

4.6 Declaring Interests  
 

All employees must comply with any of the Trust’s requirements:  
 

 To declare interests  

 To declare hospitality, benefits or gifts received as a consequence of their employment.  
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4.7 Openness  

 
All employees must not:  

 

 Disclose information given to them in confidence by anyone, or information acquired 
which they believe is of a confidential nature, without the consent of a person authorised 
to give it, or unless they are required by law to do so 

 Prevent another person from gaining access to information which that person is entitled 
to by law.  

 
4.8 Duty of Trust  

 
 All employees must at all times act in accordance with the trust that parents and the public is 

entitled to place in them.  
 

4.9 Safeguarding  
 

All employees must undertake their work in accordance with requirements laid down (for their 
job) in support of the Trust’s duties for safeguarding children and young people. 

 
5. Confidentiality and Disclosure of Information  
 

5.1 The Trust recognises the importance of an open, transparent culture with clear communication 
and accountability. It is the Trust’s aim to be as open as possible about all of its activities. The 
law requires that certain types of information must be available to auditors, government 
departments, service users and the public. Different rules apply in different situations. If an 
employee is in any doubt as to whether they can release any particular information, they should 
always check with their Headteacher or the Data Protection Officer first.  

 
5.2 The confidentiality of information received in the course of an employee’s duties should be 

respected and must never be used for personal or political gain. Employees must not knowingly 
pass information on to others who might use it in such a way. If an employee believes that 
information should be disclosed in the public interest, they should follow the Trust’s 
Whistleblowing Policy.  

 
5.3 Employees must not communicate confidential information or documents to others who do not 

have a legitimate right to know. Furthermore, information which is stored whether on computer 
systems or manually must only be disclosed in accordance with the requirements of the General 
Data Protection Regulation (GDPR). Please refer to the BLP Data Handling Policy for further 
information. 

 
5.4 Information given in the course of an employee’s duties should be accurate and fair and never 

designed to mislead.  
 

6. Political Neutrality  
 

6.1 Employees must not allow their own personal or political opinions to interfere with their work 
and must at all times perform their duties in an objective manner. 
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7. Relationships with Pupils 

 
7.1  It is important that all working relationships, and relationships between employees and pupils, 

are conducted in a professional manner. It is an abuse of the professional relationship between 

an employee and pupil for the employee to:  

a) Enter into an improper association with a pupil, either inside or outside of the workplace, 

e.g. school trips, when using social media such as Facebook, Twitter etc.  

b) Commit any acts against a pupil which are illegal   

c) Show undue personal favour or disfavour towards a pupil   
d) Endeavour to exert an undue influence on personal attitudes, opinions or behaviour which 

are in no way connected with the work of the Trust   
 

8. Safeguarding of Pupils/Students   

 
8.1. Employees within schools have a duty to safeguard pupils from:  

 

a) Physical abuse  

b) Sexual abuse  

c) Emotional abuse   

d) Neglect   
 

8.2. The duty to safeguard pupils includes the duty to report concerns about a pupil to the 

Designated Lead for Child Protection.  Employees must ensure that they are familiar with the 
Trust/School Child Protection Policy and Whistleblowing procedures.  

 
9. Bullying and Harassment 

 
9.1. The Trust is firmly committed to equal opportunities and believes that every employee has the 

right to work in a safe environment without the fear of discrimination, harassment or abuse.  The 
Trust will not tolerate or condone harassment or bullying in any form.  

 
10. Appointment of Staff  

 
10.1. It is unlawful for appointments to be made on the basis of anything other than the ability of the 

candidate to undertake the duties of the post.  Employees involved in making appointments 
should do everything possible to ensure that these are made on the basis of merit and in 
accordance with the School/Trust policy on Recruitment and Selection and regulations on safer 
recruitment.  

 
10.2. In order to avoid any possible accusation of bias, employees must not become involved in any 

appointment or any other decision relating to the discipline, promotion, pay or conditions of 
another employee, or prospective employee, if they are a partner or relative of an applicant, or 
have a close personal relationship with him or her, nor where they have the opportunity to benefit, 
directly or indirectly, from an appointment without the express prior approval of their Manager.  

 
10.3. ‘Relative’ means a spouse, partner, parent, parent-in-law, son, daughter, stepson, stepdaughter, 

child of a partner, brother, sister grandparent, grandchild, uncle, aunt, nephew, niece, or the 
spouse or partner of any of the preceding person.  
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10.4. ‘Partner’ means a member of a couple who live together or who are involved in a romantic 
relationship. 

 
10.5. ‘Close personal relationship’ would include a person not employed by the Trust with whom an 

employee has a close business connection.  
 
10.6. Close personal relationships between colleagues and partners who work together can give rise to 

conflicts of interest. Employees should seek to ensure that such relationships do not encroach on 
their duties / professionalism as an employee of the Trust. 

 
10.7. Employees should disclose if they are working with anyone in a professional capacity who is a 

relative, partner or with whom they have a close personal relationship with outside of work. The 

disclosure should be made to their Manager promptly for their consideration.   
 

11. The Local Community and Service Users 
 
11.1 Employees should always remember their responsibilities to the community they serve and ensure 

courteous, efficient service delivery to that community in accordance with the policies of the 
Trust. This may involve dealing with troubled, angry and frustrated parents and carers, although 
employees should not be expected to place their personal health, safety and welfare at risk.  

 
12. Contractors  

 
12.1 Orders and contracts must be awarded in accordance with the BLP Procurement Policy and no 

special favour should be shown to businesses run by, for example, friends, partners or relatives. 
Where an employee could potentially have a conflict of interest in regard to the Trust and an 
external contractor, they should seek to make this known to their Manager. 

 
13. Outside Commitments   
 

13.1 The Trust recognises that employees are entitled to their private lives. However, an employee 
must not be in a position where their outside commitments present a conflict of interest or a 
perceived conflict. Staff are expected to conduct themselves with integrity, impartiality and 
honesty and their private interests should not be such as to have the potential for allegations of 
impropriety to be sustained thereby bringing the Trust into disrepute. 

 
14. Conduct 
 

14.1 Whether in or outside work, employees must not conduct themselves in any way that   creates 
doubt as to their suitability for their post or brings the Trust into disrepute.  This includes conduct 
which would bring into question their suitability to work with children. 

14.2 All employees working with children and young people have a responsibility to maintain public 
confidence in their ability to safeguard the welfare and best interests of children and young 
people.  It is therefore expected that they will adopt high standards of personal conduct in order 
to maintain the confidence and respect of parents, the public in general and all those with whom 
they work. 

14.3 There may be times, for example, when an employee’s behaviour or actions in their personal life 
come under scrutiny from local communities, the media or public authorities.  This could be 
because their behaviour is considered to compromise their position in the workplace or indicate 
unsuitability to work with children or young people.  Misuse of drugs, alcohol or acts of violence 
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would be examples of such behaviour.  

14.4 Employees in contact with children and young people should understand and be aware that safe 
practice also involves using judgement and integrity about behaviours in places other than the 
work setting.  

14.5 The behaviour of an employee’s partner or other family members may raise similar concerns and 
may require careful consideration by the Trust as to whether there may be a potential risk to 
children and young people in the workforce. 

14.6 Employees are required to report to their Manager any conviction, Police caution (DBS posts only), 
Penalty Notice for Damage or Penalty Notice for Disorder, driving offence (applicable posts), civil 
offence, arrest, charge or summons in line with the guidance, detailed in Appendix 1 of this policy. 
Please contact HR for further details/advice.  

 
15. Dress and Appearance 
 

15.1 Employees are expected to present themselves professionally at all times both in their conduct 
and their appearance. We adhere to Safer Working Practice guidance which states: 

“Adults who work with children and young people should ensure they take care to ensure they 
are dressed appropriately for the tasks and work they undertake. Those who dress in a manner 
which could be considered inappropriate could render themselves vulnerable to criticism or 
allegations” 

15.2 Employees are therefore expected to present themselves in dress and conduct to reflect the high 
standards of the Trust and their professional duties within it. All colleagues are requested to wear 
business style clothing unless engaged in practical subject delivery where this would be 
inappropriate. In those circumstances, employees are requested to dress appropriately for their 
context, but avoid wearing jeans.  

15.3 The Trust permits employees to wear jewellery or to display tattoos at the workplace within the 
following guidelines. Factors that management will consider to determine whether jewellery or 
tattoos may pose a conflict with the employee’s job or work environment include: 

 
1. Personal safety of self or others, or damage to company property. 
2. Productivity or performance expectations. 
3. Offensiveness to students, co-workers, customers, parents/carers or others in the 

workplace based on racial, sexual, religious, ethnic, or other characteristics or attributes of 
a sensitive or legally protected nature. 

4. Customer complaints. 
  

If management determines an employee’s jewellery or tattoos may present such a conflict, the 
employee will be encouraged to identify appropriate options, such as removal of excess or 
offensive jewellery, covering of tattoos, transfer to an alternative position, or other reasonable 
means to resolve the conflict. 

15.4 There may be individual exemptions from this dress code, at the discretion of the Headteacher.  
 

16. Additional Work  
 
16.1 Employees are able to take on work in addition to their existing contract of employment, providing 

it does not conflict with the performance of their duties in the role for which they are employed. 
In order to assess whether or not there might be a conflict, employees are required to inform their 
Manager before taking any outside employment.  
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16.2 The Trust will not unreasonably stop employees from undertaking additional employment, but 
this employment must not, in the Trust’s view, conflict with or be detrimental to its interests, or 
weaken public confidence in the conduct of its business.  

 
16.3 An employee who wishes to take on additional work must ensure that:  
 

 The additional hours worked do not contravene the Working Time Regulations or 
otherwise give the Trust cause for concern about health and safety at work. Please contact 
HR for further details/advice.  

 The outside work does not place the employee in a position where their duties and private 
interests conflict  

 The outside work does not damage, or potentially damage, public confidence in the Trust’s 
conduct or business  

 

17. Books, Training Materials and Intellectual Property Rights  
 

17.1 If an employee writes a book for payment on subjects relating to their work for the Trust they 
must seek the permission of the Trust in writing through their Manager. 

17.2 The Trust retains intellectual property rights for work undertaken by employees. Research, 
reports, designs, drawings, software and other developments or similar work, when created in the 
course of an employee’s normal duties, remain the property of the Trust. These should not be 
removed from Trust premises or passed on to third parties by any employee acting in a private 
capacity without the express consent of their Manager. 

 
18. Patents and Inventions 

 

18.1 Any matter, or thing capable of being patented under the Patents Act 1977, made, developed or 
discovered by an employee, either alone or with others, whilst in the performance of their duties 
should be disclosed to the Trust through their Manager, subject to the provisions of the Patents 
Act, it will belong to and be the absolute property of the Trust.  

18.2 Employees must not undertake private or personal work, paid or unpaid, of any description in 
working hours or on Trust premises unless their Manager has given them specific permission. 
Where approval is given any payments will be made in accordance with the Trust Pay Policy.   

 
19. Refusal of a Request to Take on Additional Work  

 

19.1. If an employee has their request to take on additional work refused and wishes to challenge this, 
they should speak to their Manager or consider raising a grievance under the Trust’s grievance 
procedure.  

 
20. Computer/IT Use 

20.1 The Trust wants employees to use Information Technology to the full and to feel competent and 
comfortable about doing so. However, it is essential that Information Technology is used 
appropriately. Any reference to computers/IT should be taken to mean all computer equipment 
and any associated technology.  
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21. Misuse of Computers/IT 
  
21.1 In accordance with the Trust policies, the school reserves the right to monitor emails, phone calls, 

internet activity or document production, principally in order to avoid offensive or nuisance 
material and to protect systems from viruses, but also to ensure proper and effective use of 
systems. 

21.2 Communication systems may be accessed when the school suspects that the employee has been 
misusing systems or facilities, or for the investigation of suspected fraud or other irregularity. 
Access will be secured by the systems manager, only with the permission of the governing board. 

 
21.3 Passwords should not be shared and access to computer systems must be kept confidential. 

Breach of this confidentiality may be subject to disciplinary action. 
 
21.4 School equipment that is used outside the premises, e.g. laptops, will be returned to  
           the school when the employee leaves employment, or if requested to do so by the Headteacher.  
 
22.4    Employees should not arrange to receive correspondence, telephone calls and messages in the 

Trust related to outside work or private interests.  
 
21.5 An employee who is aware or suspects that abuse of computers, email or the internet is taking 

place is under a duty to report this immediately to their Manager. 
 

22. Use of Social Networking Sites 
 

22.1 The growing popularity of personal web logs (blogs) and social networking sites, such as Facebook 
and Twitter, may raise issues for the Trust, particularly where employees choose to write about 
their work and the Trust in which they are employed. 

22.2 Employees should ensure that the content of their blogs/social networking sites do not bring the 
Trust into disrepute or breach their obligations in relation to confidentiality, professional 
standards and appropriate behaviour. 

22.3 Employees should not access personal blogs/social networking sites during working hours.  When 
accessing such sites outside working hours’ employees are advised not to write about their work 
or make reference to the Trust on external web pages.  Where an employee chooses to do so 
he/she should make it clear that the views expressed are his/hers only and do not reflect the views 
of the Trust.  In addition, employees must adhere to the rules below. 

22.4 Employees must not: 
 

 Disclose any information that is confidential to the Trust or any third party or disclose 
personal data of information about any individual/colleague/student/parent/carer which 
could be in breach of the General Data Protection Regulation and Data Protection Act 2019 

 Disclose any information which is not yet in the public arena; 

 Post illegal material, e.g. material which incites racial or religious hatred;  

 Link their own blogs/personal web pages to the Trust’s website;  

 Include any information, sourced from the Trust, which breaches copyright; 

 Make defamatory remarks about the Trust, colleagues, Governors, pupils and 
parents/carers; 

 Publish any material or comment that could undermine public confidence in the individual 
as an employee of the Trust or in their position of trust within the community; and/or 

 Misrepresent the Trust by posting false or inaccurate statements about the work of the 
Trust. 

BLP Handbook Appendix G Staff code of Conduct Policy



Code of conduct pg. 12 

 
23. Personal Interests  

 

23.1 Employees may have a variety of personal interests, which may from time to time impact on their 
role for the Trust. To protect the Trust and the employee from any accusations of wrong doing the 
Trust has in place a number of safeguards which demonstrate that these interests are not allowed 
to influence the way the Trust conducts its business.  

23.2 Whatever an employee’s role within the organisation, they must declare to their Manager any 
financial or non-financial interests which could bring about conflict with the Trust’s interests. 

23.3 If employees are in any doubt about a potential conflict of interest, they should bring the matter 
to the attention of their Manager so that a decision can be made as to how best to proceed.  

23.4 Employees must not make, or become involved with, any official or professional decisions about 
matters in which they have a personal interest. 

 
24. Equality  

 

24.1. All Trustees of the local community, parents and carers, and other Trust employees have a right 
to be treated with fairness and equity. Employees should become familiar with and observe all 
School/Trust policies relating to equality issues in addition to the requirements of the law. 

 
25. Tender Procedures  

 
25.1. Employees should exercise fairness and impartiality when dealing with all customers, contractors 

and subcontractors. See BLP Procurement Policy and Anti-Fraud, Theft, bribery and Corruption 
Policy.  

 
25.2. Employees responsible for engaging or supervising contractors and who have previously had, or 

currently have, a relationship in a private or domestic capacity with a particular contractor, must 
declare that relationship to their Manager.  

 
25.3. If employees become privy to confidential information on tenders or costs relating to external 

contractors, they must not disclose that information to any unauthorised person or organisation.  
 
25.4. All employees must ensure that no special favour is shown to current, or recent former, employees 

or their partners, close relatives or associates in awarding contracts to businesses run by them or 
employing them in any capacity.  

 
25.5. Employees must not buy items for personal use using the Trusts contracts with external 

contractors.   
 

26. Gifts and hospitality  
 

26.1. Trust employees may from time to time, in the course of their work, encounter situations where 
individuals, including pupils, or organisations may offer gifts, money, awards, prizes, hospitality 
or other benefits. Whilst most are well meant and innocent, nationally there have been 
instances of benefits being offered and accepted for corrupt purposes to secure improper 
advantage. 

26.2. Employees should act with caution when accepting gifts, money, awards, prizes, hospitality or 
any other benefit which might be seen to compromise an employee’s personal judgment or 
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integrity. Gifts should only be accepted in line with the BLP Gifts and Hospitality Policy. 
Employees who corruptly receive or give gifts, money, awards, prizes, hospitality or other 
benefits will face disciplinary action. When giving gifts on behalf of the Trust, employees should 
aim to ensure that the value of the gift is reasonable,  the decision is fully documented, and has 
due regard to propriety and regularity in the use of public funds. 

 
26.3. Employees need to exercise discretion when accepting offers of hospitality particularly when the 

host is seeking to do business with the Trust or who may stand to benefit in some way from 
dealing with the Trust. 

26.4. Offers of hospitality should only be accepted where there is a clear benefit to the Trust in doing 
so e.g. networking, building contacts. If there is no or limited benefit, employees should not 
accept the hospitality. 

 
26.5. Hospitality offered by charitable or social organisations, usually in connection with an invitation 

to speak to the body, can be accepted. 
 
26.6. Employees should report to their Manager any offer of hospitality before it is accepted. 
 

27. Corruption 
 
27.1. Employees must be aware that bribing another person or receiving a bribe are serious criminal 

offences under the Bribery Act. Penalties include fines and or imprisonment for up to 10 years. 
 
27.2. The offence of ‘bribing another person’ will be committed if an employee offers, promises or 

gives financial or other advantage to another person with the aim of inducing or rewarding them 
perform an activity or function improperly. The activity or function could relate to an external 
business or commercial activity or any public function (for instance done in house or by another 
public sector body). 

 
27.3. For employees’ own protection, if anyone makes an approach which seems to them, or might 

seem to a third party, to be aimed at obtaining some form of preferential  treatment, or in any 
suspicious circumstances in connection with a contract, or in any way that could be construed as 
coercion, this should be reported to their Manager. 

 
28.  Financial Procedure Rules 

 
28.1. All employees involved in financial activities and transactions on behalf of the Trust, including 

budgetary control, income collection and depositing, operation of bank accounts, payments of 
accounts, payments of salaries and wages, petty cash, credit/purchasing cards and orders of 
works, goods or services must follow the Trusts Financial Procedures Rules. 

 
28.2. They must ensure that they use public funds entrusted to them in a responsible and lawful 

manner and strive to ensure value for money. 
 

29. Sponsorship 
 

29.1. Where an outside organisation wishes to sponsor a school activity or project, whether by 
invitation, tender, negotiation or voluntarily, the basic conventions concerning acceptance of gifts 
and hospitality apply. They should only be accepted where the hospitality involved is on a scale 
appropriate to the circumstances, reasonably incidental to the occasion and not extravagant. 

 

BLP Handbook Appendix G Staff code of Conduct Policy



Code of conduct pg. 14 

30. Contact with the press and media  
 

30.1. Employees are not permitted to give reports or speak to the press and media, unless this is an 
aspect which is clearly required within their role, or they have been given permission to do so by 
their Manager on matters relating to their employment within the Trust. Employees with this 
responsibility must guard themselves against declaring a view which is contrary to a position taken 
by the Trust Board and which may be deemed to be critical of that decision.  

30.2. Outside working hours, an employee is entitled to voice their opinion on issues affecting the local 
community e.g. at a neighbourhood forum. However, employees have a general duty of care to 
avoid a conflict of interest and should not criticise, damage or act in any way against the Trust or 
school.  

30.3. A trade union official or member may be asked to comment by the media on, for instance, an 
industrial dispute. Any opinion expressed should be clearly given in their capacity as a trade union 
official or member. 

 
 

31. Talks to outside bodies, radio and television interviews, and contributions to publications, etc.  
 

31.1. Where an employee is invited to give a talk to an outside body, or participate in a broadcast, or 
contribute an article to a professional journal, or the like, on a matter related to their employment 
or on a personal interest which would be relevant to that employment, the following guidelines 
apply:  

 

 Acceptance of such an invitation shall be at the discretion of the Manager. In the event of 
a Headteacher/Principal wishing to follow this course of action, it shall be at the 
discretion of the Chief Executive and, in the event of the Chief Executive wishing to follow 
this course of action, the Chair of the Trust Board.  

 Unless an employee is officially representing the Trust, they should make it clear that 
they are speaking or contributing on a personal basis and that their views do not 
necessarily represent those of the Trust Board. 

 Employees should avoid commenting on matters which could be regarded as contentious 
or sensitive so far as the Trust is concerned, especially in cases where what is said is being 
reported. 
 

31.2. Provided that an employee gives talks on relatively isolated occasions, they shall, at the 
discretion of the Manager be permitted: 
 

 To retain any fee received (on the assumption that any preparatory work will have been 
undertaken in the employee’s own time), and  

 To be absent for the purpose of giving the talk, interview etc., without the necessity of 
taking annual leave, if the invitation entails being absent during working hours, providing 
the absence from work is reasonable and does not adversely impact on the delivery of 
education. 

 
31.3. When an employee wishes to undertake paid lecturing on a regular basis additional to their 

employment with the Trust, they should follow the same procedure of that specified for 
undertaking additional work.  

32. Smoking and Vaping 
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32.1. It is the policy of the Trust that all our workplace buildings and grounds are smoke- free, and all 
employees have the right to work in a smoke-free environment. Smoking and vaping are 
prohibited in all enclosed areas without exception. This includes common work areas, 
auditoriums, classrooms, conference and meeting rooms, private offices, elevators, hallways, 
cafeterias, staff rooms, stairs, restrooms, Trust-owned or leased vehicles and all other enclosed 
facilities.  

  
32.2. Definitions: Smoking refers to the use of traditional tobacco products. Vaping refers to the use of 

electronic nicotine delivery systems or electronic smoking devices. These are commonly called e- 
cigarettes, e-pipes, e-hookahs and e-cigars. 

 

33. Drug and Alcohol Misuse 
 
33.1. It is the responsibility of all employees to report to work fit for duty without impairment from 

alcohol and/or illegal drugs. 
 
33.2. It is a disciplinary offence for employees to consume alcohol and/or use illegal drugs during 

working hours.  
 
33.3. Any employee  representing the Trust at official functions/meetings, whether within the working 

day or when attending evening seminars, meetings, etc. are reminded of the need to maintain 
the appropriate standards of conduct at all times. 

 
33.4. Where there is a belief that an employee is under the influence of alcohol and/or illegal drugs, 

their Manager will ensure that the employee is escorted home safely and make arrangements to 
interview him or her on the next working day.   

 

33.5. For further details please refer to the BLP Drug and alcohol Policy. 
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Appendix 1 – Notification of Criminal Investigations and other required disclsoures.  
 

 

1.1. The Code of Conduct places a general obligation on all employees to disclose information which 
is relevant to their capability, capacity and suitability to carry out the duties and responsibilities 
for which they are employed. This general obligation applies irrespective of the role undertaken 
by the employee and is not limited to information which relates to a conviction, caution, 
reprimand or warning.  
 

1.2. For employees undertaking roles for which a Disclosure and Barring Service(DBS) check is 
required there is a specific obligation on them to disclose any convictions, cautions, reprimands 
or warnings that they receive in the course of, or which are relevant to, their employment. 
 

1.3. For the avoidance of doubt an employee must immediately inform their Head Teacher/Principal, 
if during their employment with the School they are:  

 

 Included on the Disclosure and Barring Service (DBS) Children’s Barred List; 

 Disqualified from working with children under the Childcare Act 2006 (See Appendix 2) 

 Disqualified from working with children under the The Childcare (Disqualification) and 
Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) 
Regulations 2018 (See Appendix 2) 

 Advised that they are under investigation for a criminal act (including road traffic 
offences)  

 Arrested in connection with a criminal act  

 Notified that criminal charges are being considered against them  

 In receipt of a summons to appear before a Court of Law for an alleged offence  

 Found guilty and convicted of any offence  

 Receive a police caution  

 Are involved in any other matter which it would be reasonable to think would impact 
upon their role and or professional standing  

 Employees who are required to drive as part of their duties must also declare any 
penalties received in connection with motoring offences.  

 Failure to disclose this information may be treated as a disciplinary offence. 

 
1.4. The Head Teacher/Principal will consider any possible effects of these matters on an individual’s 

employment, discuss this with HR as appropriate and take relevant action.  
 

1.5. After having undertaken a risk assessment, taking advice as appropriate the Head 
Teacher/Principal in appropriate cases, will put in place precautionary measures for the 
protection of the employee, pupils/students and the school. Precautionary action may include 
restriction of duties, temporary redeployment, temporary change of work base or, if none of 
these options are practicable, suspension with pay. The Head Teacher/Principal is responsible for 
consulting with authorised officers/legal/HR as appropriate and taking relevant action.  
 

1.6. Following careful consideration of the available evidence, any action taken will be fair and 
reasonable in the circumstances. 
 

1.7. Any declarations made/records retained should be kept in accordance with Data Protection 
Requirements including the General Data Protection Regulations (GDPR 2018). 
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Appendix 2 – Disqualification Under the Childcare Act 2006 – Amended Regulations  
 
1.1. The government is introducing new legislation (The Childcare (Disqualification) and Childcare 

(Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018.)  
The legislation comes into force on the 31st August 2018 and the government has released 
revised guidance Disqualification under the Childcare Act 2006: effective 31 August 2018.  
 

1.2. There are a number of reasons that a person may be disqualified from working with children 
under the Childcare Act 2006. Staff can be disqualified by 

 

 Inclusion on the Disclosure and Barring Service (DBS) Children’s Barred List; 

 Being found to have committed certain violent and sexual criminal offences against 
children and adults which are referred to in regulation 4 and Schedules 2 and 3 of the 
2018 Regulations (note that regulation 4 also refers to offences that are listed in other 
pieces of legislation); 

 Certain orders made in relation to the care of children which are referred to in regulation 
4 and listed at Schedule 1 of the 2018 Regulations; 

 Refusal or cancellation of registration relating to childcare, or children’s homes, or being 
prohibited from private fostering, as specified in Schedule 1 of the 2018 Regulations; 

 Being found to have committed an offence overseas, which would constitute an offence 
regarding disqualification under the 2018 Regulations if it had been done in any part of 
the United Kingdom. 

1.3. Also, under the legislation a person is disqualified if they are ‘found to have committed’ an 
offence which is included in the 2018 Regulations (a ‘relevant offence’) this includes: 
 

 Being convicted of a relevant offence; 

 On or after 6 April 2007, being given a caution for a relevant offence; or 

 On or after 8 April 2013, given a youth caution for a relevant offence. 
 

1.4. The new legislation also makes other changes in some of the relevant offences. The new 
offences added to the list since the June 2016 guidance are: 
 

 Criminal Justice and Courts Act 2015 – including care workers ill-treating or wilfully 
neglecting an individual 

 Female Genital Mutilation Act 2003 – including conducting FGM and assisting a girl to 
conduct FGM on herself 

 Modern Slavery Act 2015 – including holding a person in slavery or servitude and 
requiring a person to perform forced or compulsory labour 

 Psychoactive Substances Act 2016 – supplying or offering to supply a psychoactive 
substance to a child 

 Serious Crime Act 2015 – possessing a paedophile manual and engaging in controlling or 
coercive behaviour in an intimate or family relationship 

 Terrorism Act 2000 – including belonging to a proscribed organisation and committing an 
act of terrorism 

 Terrorism Act 2006 – including encouraging terrorism, circulating a terrorist publication 
and directing a terrorist organisation 
 

1.5. A school must not continue to employ an individual who is disqualified in connection with early 
or later years childcare provision, nor should a disqualified individual provide or be directly 
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concerned in the management of such provision unless they have received a waiver from Ofsted, 
which covers the role that they wish to undertake. This does not imply that individuals are 
prevented from working in a school in any other setting.  
 

1.6. Applying for a Waiver  
 

1.6.1. If an individual is disqualified under the legislation they can apply for this to be waivered via 
Ofsted, information of how to apply are provided in the guidance at page 14. 
 

1.7. Staff covered  
 

1.7.1. Staff are covered under the above legislation if they are employed or engaged to provide early 
years childcare (this covers the age range from birth until 1 September following a child’s fifth 
birthday i.e. up to and including reception year) or later years childcare (this covers children 
above reception age but who have not attained the age of 8) in nursery, primary or settings, or if 
they are directly concerned with the management of such childcare. This includes:  
 

 Early years provision - staff who provide any care for a child up to and including reception 
age. This includes education in nursery and reception classes and/or any supervised 
activity (such as breakfast clubs, lunchtime supervision and after school care provided by 
the school) both during the normal school day and outside of school hours for children in 
the early years age range; and  

 Later years provision (for children under 8) - staff who are employed to work in childcare 
provided by the school outside of the normal school day for children who are above 
reception age but who have not attained the age of 8. This does not include education or 
supervised activity for children above reception age during school hours (including 
extended school hours for co-curricular learning activities, such as the school’s choir or 
sports teams) but it does include before school settings, such as breakfast clubs, and after 
school provision. 
 

1.7.2. Staff who are directly concerned in the management of early or later years provision are covered 
by the legislation. Schools/academies will need to use their judgement to determine who is 
covered, but this will include the headteacher, and may also include other members of the 
school’s leadership team and any manager, supervisor, leader or volunteer responsible for the 
day-to-day management of the provision.  
 

1.7.3. In relation to staff employed by childcare providers (i.e. not employed by the school or local 
authority) who hire or rent school facilities or premises (for example a private, voluntary or 
independent childcare provider), schools/acadamies should ensure that such providers have 
appropriate policies and procedures in place in regard to safeguarding children, including under 
the 2018 Regulations.  
 

1.7.4. Where schools/acadamies use staff from any agency, or third-party organisation (e.g. supply 
teacher, music teacher or sports coach) to work in relevant childcare provision, or contract out 
such childcare, they must obtain confirmation that the agency or organisation providing the staff 
has informed them that they will be committing an offence if they are deployed to work in 
relevant childcare, or are directly concerned in the management of such provision, if they are 
disqualified under the 2018 Regulations. This should include the provider requesting that their 
staff inform them if they consider that they could be disqualified under the legislation.  
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1.7.5. Where the school deploys a person who is self-employed (e.g. music teacher or sports coach) to 
work in relevant childcare provision, the school must ensure that they are compliant with the 
requirements of the legislation explained in this guidance.  

 
1.7.6. Volunteers and casual workers (including individuals on work experience) who are directly 

concerned with the management of childcare provision, and/or who work on a regular basis, 
whether supervised or not, in relevant childcare, are within the scope of the legislation and are 
covered by this guidance.  
 

1.8. Staff who may be covered  
 

1.8.1. Staff who are not employed to directly provide childcare, are not covered by the legislation. 
Similarly, most staff who are only occasionally deployed and are not regularly required to work 
in relevant childcare will not automatically come within the scope of the legislation. 
Schools/academies should exercise their judgement about when and whether such staff are 
within scope, evaluating and recording any risks and control measures put in place, and taking 
advice from their HR provider, the authority’s designated officer, safeguarding lead officer or 
adviser when appropriate. A record of the assessment should be retained on the employee’s 
personnel file and a copy supplied to the individual concerned. In general individuals 
undertaking the following roles would normally be excluded:  
 

 caretakers;  

 cleaners;  

 drivers;  

 transport escorts;  

 catering; and  

 office staff. 
 

1.8.2. School governors and proprietors are not covered by the legislation, unless they volunteer to 
work in relevant childcare on a regular basis, or they are directly concerned with the day-to-day 
management of such provision. Further guidance on the safeguarding arrangements covering 
governors and the safeguarding responsibilities of governing bodies and proprietors is provided 
in KCSIE. Additionally it should be noted that, whilst out of scope of these regulations, school 
governors in maintained schools are also subject to additional arrangements and can also be 
disqualified from holding office (i.e. being a governor in maintained schools) under regulation 
17, schedule 4 of the School Governance (Constitution) (England) Regulations 2012.  
 

1.9. Staff not covered  
 

1.9.1. This means that staff employed who work in the following roles are not covered, i.e. staff who:  
 

 only provide education, childcare or supervised activity during school hours to children 
above reception age; or  

 only provide childcare or supervised activities out of school hours for children who are 
aged 8 or over; and  

 have no involvement in the management of relevant provision.  
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