Safeguarding Guidelines


The information contained in this checklist is for general information and guidance purposes only. Individual schools procedures and protocols will vary. The guidelines have been created as guidance that you may wish to link with your schools’ safeguarding policy. 

Dealing with a pupil concern or disclosure
Do:

· React calmly.
· Be aware of your body language.
· Believe the young person.
· Listen patiently.
· Offer reassurance and empathy – reassure them that they have done the right thing reporting to you and explain what you are going to do next.
· Complete the welfare concern pro-forma (and body map if there are injuries).
· Include; dates, times, what you have observed, what the pupil has said to you (in the young person’s own words, as much as possible) and your reply / advice.
· Report to the Designated Safeguarding Lead, Deputy Lead or Safeguarding Support Officer on the same day and by the end of the school day at the very latest.
Do Not: 

· Appear shocked or angry at what the young person reports to you.
· Ask any leading questions / press for detail – you are not the person to investigate.
· Make any promises.
· Contaminate or remove any possible forensic evidence.
· Ignore or fail to report it on the same day,
· Email a welfare concern. The welfare concern pro-forma should be handed to a member of the Safeguarding team. 

· Retain any copies of the documentation you are submitting – this is confidential material and is securely stored by the Safeguarding team. 
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