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St Mary’s School Safeguarding Policy 2021-2022 
 

UNCRC Article 3:  Everyone who works with children should do what is best for each child. 
UNCRC  Article 12: Your right to say what you think should happen and be listened to 

UNCRC Article 19: You should not be harmed and should be looked after and kept safe. 
UNCRC Article 36:  You should be protected from doing things that could harm you. 

 
Every child deserves to be happy and secure; parents send their children to school each day with the 
expectation that school provides a secure environment in which their children can flourish. Parents and 
carers need to feel sure that the people in charge of their children within the school community are 
trustworthy, responsible and will do everything they can to keep their child safe from harm.  
 
St Mary’s School fully recognises its responsibility to safeguard and promote the welfare of all its children 
and to work together with other agencies to ensure adequate arrangements within our school to identify, 
assess, and support those children who maybe suffering harm.   
 
Our focus on the Rights of the Child and our PSHE programme (Jigsaw) and our Core Values underpin the 
ethos of our school and play an important part in safeguarding children. Children are encouraged to think 
for themselves and to have a voice, and staff are expected to provide opportunities to develop and promote 
this. Children are encouraged to develop appropriate attitudes towards situations and to be aware of the 
impact of their behaviour and decisions on others.  We provide opportunities that enable our children to 
make decisions and to recognise risk in different situations and how to behave in response to it.  
 
 
Policies and Guidelines 
This policy applies to all adults, including volunteers and students, working in or on behalf of the 
school.  Our practice adheres to the systems and structures recommended by the Safeguarding 
Partnership Board. (JSPD) 
 
All staff and volunteers will:   

 fully comply with the school’s policies and procedures   

 attend appropriate training   

 inform the designated lead of any concerns  
 
This policy should be read in conjunction with the Staff Handbook and other Education and school 
safeguarding policies.  School policies are available on Teachers Shared Area.  
 
 The Education Department Safeguarding policies can be found on the following 
website:  www.gov.je/educationpolicies  
 

Keeping Pupils Safe 
 

Curriculum Design  
The curriculum deals with safeguarding in two ways.  Firstly through the curriculum, in subjects such as 
PSHE, relevant issues are discussed with the children.  Topics include such themes as sex and 
relationships and keeping yourself safe.  The school uses the programme Jigsaw and teachers plan 
appropriate tasks and activities to enable children to discuss these issues.  Parents are given a copy of the 
overview for each year group, so that they are aware of what is being taught, from Reception to Year 6.  
 
Secondly, the curriculum is designed so that safety issues within the subject are discussed and safe 
practices taught, such as using equipment properly in PE.  Teachers write risk assessments for PE units.   
 
Risk assessments for Science and Design Technology are highlighted in weekly planning. At all times there 
has to be appropriate staffing levels and when the curriculum is taking place out of school, appropriate 
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ratios are maintained.  The lead adult always assesses visits, as to the level of risk, and follows school 
procedures.  All trips are finally authorised by the Head teacher.  
 
Attendance   
Excellent attendance is expected of all children. When children are unwell parents are expected to confirm 
absence by telephone immediately. If there is no notification of absence, school has a policy of phoning 
home to ascertain a child’s whereabouts. If a child is absent without reason and the school has been 
unable to contact parents the case is referred to the school’s Education Welfare Officer.   
 
The EWO collates and analyses data for attendance, punctuality and requests for leave. Positive measures 
are in place to encourage children to attend regularly and punctually, and for families to take holidays out of 
term time.  
 
The school works closely with the EWO whenever a child’s attendance and punctuality causes concern. 
Where this is a consistent problem families may be referred to an Attendance Panel, Parish Hall meeting or 
Court hearing.  
 
Behaviour   
Good behaviour is essential in any community and at St Mary’s School we have high expectations for all. 
We aim to promote positive behaviour through many different means, such as individual class rewards, 
visits to the Head Teacher and SLT, class stars etc. The school rewards positive behaviour as it believes 
that this will develop an ethos of kindness, cooperation and responsibility.   
 
Although the emphasis is always on the positive, there are also times when children have to accept 
consequences in order to maintain the safety and security of all children and staff.  
Consequences range from:  

 a verbal reprimand  

 working out of class  

 loss of playtime  

 reporting to a senior member of staff  

 a phone call home  
 
Teachers keep a log of incidents on pupils’ individual records on Teacher Shared Sensitive. Significant 
incidents are reported to Key Stage Managers and the Head Teacher. In exceptional circumstances a child 
may be suspended as a consequence of their behaviour.  
 
At St Mary’s School, staff build positive relationships and understand the individual needs of the children, 
so that if an incident occurs they are able to de-escalate the situation avoiding a crisis. All teaching staff 
must be trained to at least Level 1 Maybo.  
 
Staff are discouraged from handling children in order to restrain them, but when they deem a child is a 
danger to himself/herself and/or others, staff have a duty of care to intervene. The following guidelines are 
followed: 

 Staff should request assistance from a member of the Senior Leadership Team/ or a colleague with 
Level 2 Maybo training when dealing with children displaying extreme behaviour.  

 Should a child require physical intervention, a formal handling plan will be drawn up by school, with 
support from SEMHIT (Social Emotional Mental Health Inclusion team), including signed consent 
from parents.  The plan will include details of the qualified members of staff who are sufficiently 
skilled to intervene appropriately.  

 After any physical intervention there must be a factual, written account of the intervention which 
must be shared with parents and then put on the child’s file. The written account will then be sent to 
SEMHIT.  

 
Please refer to the St Mary's School Behaviour Policy for further information and guidance.   
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Counter Bullying   
Bullying is deliberately, hurtful behaviour that is repeated over a period of time, making it difficult for the 
person concerned to defend themselves.This can take the form of name-calling, violence, threatened 
violence, isolation, ridicule or indirect action such as spreading unpleasant stories about someone.   
 
The school works hard to ensure that all pupils know the difference between bullying and simply “falling 
out”. Parents are encouraged to approach the school as soon as possible if they feel there are any 
indications of bullying.  On the rare occasion that bullying has taken place, the school’s response to this is 
unequivocal. The school will act swiftly with a process of investigation, communication and action. Bullying 
is not tolerated. Appropriate support for the child being bullied will be put in place. The school will construct 
a plan of action to ensure that the child or children bullying will understand the impact of their behaviour 
and make better choices in the future.   
All bullying incidents must be investigated and reported to the Head Teacher, who will keep a log of all 
incidents.   
 
Please refer to the school’s Counter-Bullying Policy for further information and guidance.   
 
Mental Health 
Mental health problems affect about 1 in 10 children and young people. They include depression, anxiety 
and conduct disorder, including self-harm, and are often a direct response to what is happening in their 
lives. School staff can play an important role in preventing self-harm and also in supporting students, peers  
and parents of students currently engaging in self-harm.  
 
Where children have suffered abuse and neglect, or other potentially traumatic adverse childhood 
experiences, this can have a lasting impact throughout childhood.  
 
School staff may become aware of warning signs which indicate a student is experiencing difficulties that 
may lead to thoughts of self-harm or suicide. These warning signs are always be taken seriously and staff 
observing any of these warning signs should seek further advice from the DSL. 
 
School Trips   
At St Mary’s School we encourage staff to use the island environment to enhance learning. Visits are 
carefully planned and risk assessments are completed for each visit in order to minimise risk and safeguard 
pupils. Detailed documentation of a visit is given to the EVC (Educational Visits Coordinator), who is Lisa 
Harber, at least 1 week before. They are then given to the Head Teacher for approval.  
  
A copy of the risk assessment is also be shared with each adult accompanying the trip, and collected in 
and shredded at the end of the trip. However, the group leader will take contact details and medical 
information with them on the trip.   
  
The following guidance for trips is followed:  

 If a minibus is being used, it can only be driven by a member of staff with the appropriate 
qualification.  

 When planning trips staff must ensure that there are appropriate staffing ratios which, at its 
minimum, meet Education Department policy. Ratios are as follows:  

   1:4 for Nursery 1:6 for Reception and KS1 and 1:12 for KS2.  

 On residential trips (Year 3 -6) this ratio changes to 1:10.   

 Parents used to help with transportation for educational visits during school time must be police 
checked and hold the required insurance for transporting children.   

 A first aid kit and mobile phone must be taken on all trips.   

 Whilst risk assessments are stored in the Teacher’s Shared area, staff must adapt them to the 
context of their planned trip and the children within their class.  

 Generic risk assessments for extra-curricular sporting events (e.g: football and netball matches) are 
also stored in the Teacher’s Shared area. These should be read and incorporated into any plans for 
specific sporting events.  

 Parents are given as much information as possible about the nature of the trip and the activities that 
will be on offer.  

 Only activities detailed in the Offsite Visit form and risk assessment are permitted on any trip.  
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For residential trips, parents are invited to attend a specific information meeting. After the meeting they are 
required to sign a consent form stating that they are aware of the school’s behaviour expectations and their 
parental responsibility should their child’s behaviour drop below these.  
 
Travelling to and from school  
Some older pupils walk, cycle or scooter to or from school unaccompanied by a parent or carer. If this is the 
case, consent must be given by the parent to the school explaining this. Pupils cycling to school have 
successfully completed Level 1 Cycle Training. 
 
Equal opportunities 
We try to ensure that everyone is treated fairly.  All children are given equal access to the school and its 
curriculum and all at St Mary’s are considered equal in the learning partnership.  
The school will work hard to promote racial equality and harmony by preventing and challenging racism. 
Racism is tackled in both the RE and PSHE curriculum. The children take part in discussions designed to 
raise awareness and address prejudices.  
 
Please refer to the Equal Opportunities Policy for further information and guidance.  
 
Radicalisation  
Recently there has been an awareness of the specific need to safeguard children, young people and 
families from violent extremism.  There have been several occasions nationally in which extremist groups 
have attempted to radicalise vulnerable children and young people to hold extreme views including views 
justifying political, religious, sexist or racist violence, or to steer them into a rigid and narrow ideology that is 
intolerant of diversity and leaves them vulnerable to future radicalisation. We need to protect children and 
young people against the messages of all violent extremism including, but not restricted to, those linked to 
Islamist ideology, or to Far Right / Neo Nazi / White Supremacist ideology, Irish Nationalist and Loyalist 
paramilitary groups, and extremist Animal Rights movements.   
 
First Aid  
The school has one member of staff who oversees First Aid (Felicity Jones) In addition, there are trained 
members of staff to support where necessary and appropriate. There are a number of first aid kits situated 
in the medical room and around school. Parents are asked to inform school of any updated medical needs 
annually.  
  
Parents of children with a diagnosis of asthma, or that need an epipen, are required to complete a medical 
form giving information regarding the severity and any allergies/triggers they may have. Parents are 
requested to supply at least one inhaler or epipen, within date, which is stored in the medical room.  
  
When necessary, staff will refer to the school’s Intimate Care Policy when dealing with issues of a sensitive 
nature to ensure appropriate guidelines are followed.  
 

Where a child has complex medical needs then a Health Care Plan will need to be completed. This contract 
between home and school gives staff clear guidelines, information and procedures regarding a child’s 
needs. This information is shared with staff every year as close to the start of the Autumn Term as 
possible.  
 

 When a child is seriously unwell, or has suffered an accident in school or on the playground, there is a 
protocol for staff to follow:   

 Any staff member can deal with a minor accident or illness.  

 For serious incidents or illness, a trained first aider is consulted. Please phone the school office if 
you require assistance on the field  

 All incidents are logged on a Minor Injuries Record and later stored in the First Aid file.   

 Where necessary the School Administrator enters accident information onto the Online Notifiable 
Accident Reporting Form.  

 For head injuries, a head bump sticker is issued. Parents are contacted if a child has a bump on the 
head or other injury that might need further attention. All children with bumped heads will be 
monitored closely by staff in case a phone call to parents becomes necessary.   
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 If any doubt please contact parents/ seek advice.  
 

Any near misses should be orally communicated immediately to the Head Teacher or caretaker so that they 
can be dealt with instantly if necessary. The incident should then be recorded in the ‘Near Miss’ records 
which can be found on the network in TShared Sensitive/ Near Misses. The Head Teacher and the 
caretaker analyses recorded near misses regularly to look for patterns and any appropriate actions 
required.  
  
Only trained members of staff can use the defibrillator.  
 
Please refer to the First Aid policy and Intimate Care policy for further information and guidance.  

 

Child Protection 

 
 Schools are uniquely placed in the amount of time that that they spend getting to know children and 
families and as such, we are in an important position for noticing and reporting anything that could indicate 
that a child might be at risk. Everyone who works here has a responsibility to pass on any of their concerns 
to the designated lead, or the deputy, whether it is a disclosure of abuse, unusual or changed behaviours or 
something that just doesn’t seem right.   
 
 
Designated Lead  
The named designated lead with responsibility for Child Protection is Lisa Harber, the Deputy Designated 
Lead is Maria Stegenwalner.   
  
All concerns should be referred to Lisa Harber or Maria Stegenwalner - if they are not available – to a 
member of the SLT.    
  
The designated lead must:  

 Keep the needs and safety of the child at the centre of what they do;  

 Have a clear understanding of Education policy and procedures and Safeguarding Partnership 
Board guidelines and keep up to date with any changes made to these;  

 Ensure that the school follows these procedures and that all staff are clear about school and 
department policy, including supply staff;  

 Attend training at level 2 and level 3 and keep this training up to date in line with department 
guidelines;  

 Ensure all staff have successfully completed level 1 foundation training;  

 Keep a record of staff training;  

 Ensure that all staff receive update training in line with Education department guidance, so that they 
know how to identify the signs and symptoms of abuse and are clear about their role;  

 Have a working understanding of thresholds:  knowing how and when to make an enquiry to 
Children and Families Hub) and to respond in appropriate time scales to tasking requests;  

 Ensure that parents are informed, unless this presents a risk to the child;  

 Maintain effective and accurate records and prepare clear and factual reports, following the 
guidance of the Safeguarding Partnership Board;  

 Ensure that recorded information is stored confidentially in the pupil’s file in a locked cabinet in the 
office. Sensitive information is placed within a confidential envelope and is not available to all staff;  

 Update information on MyConcern to ensure there is an accurate chronology of CP cases;  

 Attend and contribute to strategy meetings, core groups, Child In Need (CIN) meetings and case 
conferences;  

 Monitor any children at risk, or potentially at risk, within the school, keeping a chronology of events 
and liaising with other agencies to discuss these children’s needs and actions required for 
progress;  

 Foster good working relationships with parents and other agencies.  
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Main Categories of Abuse  
Child Abuse can take different forms including physical, emotional and sexual abuse and neglect. Below 
are explanations of these types of abuse and possible signs. Although these signs may not necessarily be 
an indicator that abuse has taken place, the possibility should be considered. 
 

 Possible Signs and Symptoms of this abuse 

Physical Abuse  
An adult deliberately hurting a child, 
and causing injuries such as bruises, 
broken bones, burns or cuts. It is not 
accidental and may include being hit, 
shaken, thrown, poisoned, drowned or 
suffocated.  
 

Unexplained injuries, bites, bruises or burns, particularly if they 
are recurrent – Improbable excuses given to explain injuries – 
Refusal to discuss the causes of injuries – Untreated injuries – 
Disclosure of punishment which appears excessive – Withdrawal 
from physical contact/aggressive behaviour – Arms and legs kept 
covered in hot weather (excluding for reasons of cultural dress – 
Fear of returning home – Fear of medical help – Self-destructive 
tendency – Running away 

Emotional Abuse  
The ongoing maltreatment of a child, 
sometimes called psychological abuse, 
which can seriously damage a child’s 
emotional health and development. 
This may include frightening, 
intimidating, humiliating or ignoring a 
child.  
 

Physical, mental, emotional or developmental lag – Domestic 
violence – Disclosure of punishment which appears excessive – 
Over-reaction to making mistakes or fear of punishment – 
Continual self-deprecation – Sudden speech disorders – Fear of 
new situations – Inappropriate responses to painful situations – 
Neurotic behaviours – Self-harm – Fear of parents being 
contacted – Extremes of passivity or aggression – Drug or 
solvent abuse – Running away – Compulsive stealing, 
scavenging 

Sexual Abuse  
Where a child is forced or persuaded to 
take part in sexual activity; this does 
not have to be physical contact, it may 
be online.  
 

Sudden changes in behaviour – Displays of affection which are 
inappropriate – Alleged promiscuity or sexualised behaviour – 
Fear of undressing – Regression to younger behaviour – 
Inappropriate internet use and possible ‘grooming’ concerns – 
Genital itching or other genital/anal pain/injury – Distrust of 
familiar adult – Unexplained gifts of money, mobile phones etc. – 
Depression and withdrawal – Apparent secrecy about social 
activities or the identity of “special friends” – Wetting or soiling, 
day and night – Sleep disturbances or nightmares – Chronic 
illness, especially throat infections and sexually transmitted 
disease 

Neglect  
Failing to meet a child’s basic needs; 
children left hungry or dirty, 
inadequately dressed or sheltered, 
without supervision, proper health care 
or the love, care and attention they 
need from their parents  
 

Constant hunger – Poor personal hygiene – Constant tiredness – 
Poor state of clothing – Frequent lateness or non-attendance at 
setting – Untreated medical problems or unmet special needs – 
Low self-esteem – Neurotic behaviour – Poor social relationships 
– Deterioration in setting performance – Running away – 
Compulsive stealing or scavenging 

  
  
Recording Concerns  
All staff have a responsibility to be vigilant for signs of abuse or neglect and to share safeguarding 
concerns with the designated lead.   
  
Concerns are recorded and dated on pupil's individual records and DSLs should be notified as soon as 
possible (immediately if there is a current risk of harm to the child or before the end of the working day). If 
the system is not accessible, a Cause for Concern form is available in the staffroom. Sensitive information 
should not be left in pigeon holes. Once a concern is recorded and the designated lead has been notified, 
the information will be uploaded to MyConcern.   
  
All information relating to individual children issues should be treated confidentially and should only be 
passed to relevant persons. When confidential matters are discussed, staff are reminded not to share the 
information with other colleagues.   
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Information recorded on Safeguarding Concern forms should be accurate and factual e.g. a concern about 
a lunchbox should state exactly what was in the lunchbox, rather than “he didn’t have much in his 
lunchbox.”  
  
The Designated Lead (or member of SLT in their absence) will make a decision about what action to take 
and outcomes of actions should be recorded.   
  
It is important that all concerns or ‘niggles’ are passed on. By themselves, low level concerns may not 
amount to much but if sustained over a period of time can build a clearer picture that might indicate that 
there is a child protection concern.   
  
Dealing With Disclosures of Abuse – The 5 Rs 
A child may quite innocently disclose details of abuse that occurs within the family or other situations. It is 
also the case that children with experience of abuse may unburden themselves to a member of staff as the 
one adult they can trust. It is vital that the member of staff in whom a child has chosen to confide is 
sympathetic and supportive. The member of staff should remain calm and reassuring. Children who have 
suffered abuse may have low self-esteem or may withdraw if they detect signs of doubt or revulsion.  
 

1 RECEIVE 

 Listen to the child, and do not to interrupt if he or she is freely recalling  
significant events. 

 Never attempt to cross-examine the child or press for information. 
 

2 REASSURE 

 Reassure the child that they have done the right thing by talking to you.  

 Do not promise to keep secret what the child has said.  

 Explain that you may need to speak with one of the members of the Safeguarding team who will 
know what to do next and how to help them. 
 

3 RESPOND 

 Care must be taken in asking questions and interpreting children’s responses. 

 Do not ask questions which encourage the child to change his or her version of events in any way, 
or which impose the adult’s own assumptions. For example, staff should say, “Tell me what 
happened”, rather than, “Did they do X to you?” (a leading question). 
 

 
Confidentiality 

 No promise of secrecy can or should ever be given where abuse is alleged. 

 Staff have a professional responsibility to share relevant information about  
the protection of children with other professionals, particularly investigative agencies. 

 Sensitive information about children and parents is confidential and should not be made the subject 
of general conversation outside the school, other than with statutory officials. 

 All staff should recognise, therefore, that in order to protect children from harm, confidentiality must 
be subordinated to the need to take appropriate action, by involving others in the child’s best 
interest. 

  
 

4 RECORD 

A record of the discussion, either on Pupil Records (TSensitive) or on a cause for concern sheet,  should 
be made immediately after it has taken place which should record: 
 

 The information revealed by the child, quoting his or her words, where possible. 

 The date, time, place,to whom the suspicions were reported and any other persons present. 

 Any signs of physical injury observed should be described in detail, or sketched in a diagram, but 
under no circumstances should a child’s clothing be removed. 

 Date, sign and time the record. 
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5 REPORT 

 Immediately notify the Designated Safeguarding Lead Lisa Harber,  or, in her absence to the 
Deputy Designated Designated Safeguarding Lead Maria Stegenwalner or in their absence Rachel 
Smith.  

 No attempt should be made to discuss concerns or fears with the parents or indeed with anyone 
who is not involved with the care of the child. If the child’s allegations prove to be untrue, reporting 
them to someone who is not concerned with the care of the child may be deemed to be defamatory. 
The DSL will make contact with parents following advice from Children and Families Hub. 

 Staff should also be aware that their note of the discussion may need to  
be used in any subsequent court proceedings  

 
 
Informing Parents 
Parents are normally the first point of contact for the DSL. If a suspicion of abuse is recorded, parents are 
informed at the same time as the report is made, except where the guidance of the Children and Family 
Hub or police  does not allow it. This will usually be the case where the parent of family member is the likely 
abuser or where the child may be endangered by this disclosure. In this case the investigating officers will 
inform parents. 
 
Children with SEND 
Children with special educational needs (SEN) and disabilities can face additional safeguarding challenges. 
and  additional barriers can exist when recognising abuse and neglect in this group of children. This can 
include assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the 
child’s disability without further exploration; children with SEN and disabilities can be disproportionally 
impacted by things like bullying- without outwardly showing any signs; and communication barriers and 
difficulties in overcoming these barriers. Communication barriers may exist, as well as difficulties in 
overcoming these barriers. 
 
When reporting concerns or making referrals for children with SEND, the above factors will always be taken 
into consideration. When managing a safeguarding issue relating to a child with SEND, the DSL will liaise 
with the school’s SENCO (at present the DSL is also the SENCO) as well as the child’s family where 
appropriate, to ensure that the child’s needs is effectively met. 
 

Please refer to the SEND policy for further information and guidance 

 
Children and Family Hub Safeguarding Enquiries (Multi Agency Safeguarding Hub)  
Children and Family Hub is the “front door” to children’s services. Enquiries are usually made by Lisa 
Harber or Maria Stegenwalner. However, if they are not available and a member of staff has an urgent 
concern, they have a responsibility to pass the information on.   
  
If in the unlikely situation that the member of staff cannot find a member of the Senior Leadership Team 
they should contact:   
CAFH for advice on 519000. In an emergency call 612612 (police) and ask for the Children’s Duty Officer.  

 
Digital Safeguarding 

 
Online Safety / E Safety  
Children should be encouraged to use the internet safely as a tool for learning.  
Parents are asked to sign paperwork agreeing to their child using the internet. If there is misuse of the 
internet by children or staff the issue must be reported to the E-Safety Lead, Laura Hill, who is in charge of 
Online Safety.   
Pupils throughout the school are taught about E safety issues in lessons, workshops and assemblies as 
part of the Computing curriculum. Children and teachers are asked to sign an Acceptable Use Policy [AUP] 
to use the internet at school.   



9 

 

 The school collates and analyses data regarding Online Safety issues. The Head Teacher and E-Safety 
Lead analyse this data regularly and appropriate consequences are put in place where necessary. 
Incidents are also used as learning opportunities for specific groups or classes of children.  
   
Mobile phones   
Pupils are asked to leave mobile phones with the office. Any child found using a mobile phone in school will 
have it removed by the member of staff until the end of the day and parents will be informed.   
  
Data Protection 
Our school will endeavour to keep up to date and accurate information in order to keep children safe and 
provide appropriate care for them. This is stored on the office computers and paper records are filed 
centrally in the school office in secure filing cabinets. Information will not be shared with anyone apart from 
staff members unless a child is ‘at risk’. Any paper work including personal information / data will be 
shredded appropriately in line with the Education Department’s retention schedules. When pupils move to 
another school, information, including academic data, will be transferred as soon as possible to the 
receiving school.   
 
Photographing and videoing   
Occasionally we may take photos of the children at school. We may use these images within classrooms, in 
corridors and in our school’s information booklet or in other printed publications, as well as our school 
website and Facebook page. We may also make video recordings of school events such as residential trips 
or assemblies. Parents are asked to keep any photographs they take of their children in school for personal 
use only. Parents are reminded at each event that photographs of school children should not be uploaded 
to social networking sites, such as Facebook.   
 
 From time to time, our school may be visited by the media who will take photographs or video /film footage. 
Pupils will often appear in these images, which may be used in the JEP or on televised news programmes. 
School photographs that are used outside of school are anonymous unless specific permission has been 
received from parents.   
 
 Parents are asked to sign a consent form upon entry to school giving permission for such photos and 
videos to include their son or daughter. The school administrator keeps these records in the school office. 
Teachers are informed of pupils who do not have parental consent at the start of the academic year. If 
outside agencies or companies are used to photograph or film pupils a data processing agreement 
between the school and the individual is signed. The Fair Processing statement is provided to parents as 
part of their School Induction Pack and is published on the school website.  
 
An up-to-date file is kept within the office which details all children in the school and the permissions we 
have from parents regarding photographing and videoing. It is the responsibility of the staff member who 
has organised for media to come to school, to check these records on the day and ensure that the correct 
information has been given. Please ensure that it is in the online diary, so that if absent another member of 
staff can ensure the correct process is followed.  

 
 Please refer to the Education Department Online Safety Policy for further information and guidance. 

 

Adults Working in School 
 
Safer Recruitment and Volunteers: 
All staff appointed to work in school have a criminal records search called an enhanced DBS check. This 
search highlights people who have a criminal record or if previous allegations have been made against 
them. If staff are found to have a criminal record the appointment may be reconsidered by the Head 
Teacher.   
 
Safe recruitment practice includes scrutinising applicants, verifying identity and academic or vocational 
qualifications, obtaining professional references, checking previous employment history and ensuring that a 
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candidate has the health and physical capacity for the job. The Head Teacher sits on all appointment 
panels where the candidates are external applicants.   
New staff are inducted into safeguarding practices when they begin their employment. Newly appointed 
staff are assigned a Line Manager for their induction period. It is the responsibility of the Line Manager to 
familiarise new staff with procedures and policy which affect the welfare, health and safety of all at school. 
Regular conversations both formal and informal will take place.  
 
Induction of volunteers   
For extended contact with children, when children may be left alone with an adult, or when an adult visitor 
may be in and around the school building a full DBS search will be conducted. Forms are available from the 
school secretary. A verifier in school will support applicants with this, and send it to the Jersey Vetting 
Bureau. Visitors who do not yet have clearance will, under no circumstances, be left alone with a child or 
group of children.   
 
When a volunteer’s role is a ‘one off’, such as supervising on a day trip or helping on Christmas Party day, 
(and therefore less than 4 times in a 30-day period and not overnight) these measures are not necessary. 
However, the person should not be left alone or unsupervised in charge of children. The school 
administrator keeps a record of volunteers that have completed their DBS checks. Staff should look at this 
list in order to ascertain whether an adult has completed their DBS check. Risk assessments for trips 
involving parents must clearly show which parents have been police checked.   
 
 
Site Security 
St Mary’s School provides a safe and secure environment for pupils and staff to work in.  
 
There is an electronic security door at the front of the school.  
 
However, the school is only as secure as the people who use it. Therefore, it is important that all people on 
site adhere to the following rules, as laxity can cause safeguarding issues:  

 All main exits are locked or closed throughout the day (e.g: school gates)  

 Any visitors and volunteers must enter and exit school through the main door, after signing in or out 
at the school office.   

 Visitors wear identity stickers issued when they have signed into the Passtab system. The school 
secretary will check the calendar for an appointment and let them through locked main door. If there 
is nothing on the calendar, the school secretary will confirm the visitor’s presence with the 
appropriate staff member before allowing them in.  

 All contractors are required to sign the Property Log Book, in accordance with JPH guidelines.   

 Children will only be allowed home with adults with parental responsibility or confirmed 
permission.    

 Staff should store valuables in their classrooms.  

 Staff should challenge unidentified/unknown people on school premises.   

 Adults and parents visiting the school should use staff toilets only and not children’s toilets.    

 Staff are responsible for locking doors and securing windows in their classroom at the end of the 
school day. Staff members that are working alone in school must ensure their doors and windows 
are shut when they leave.  

 Children should never be allowed to leave school alone during school hours.  

 Should a child leave the school premises without permission, then the Head Teacher/ SLT must be 
informed immediately. Parents will then be informed of the incident and the police if necessary.   

 If staff come into school at the weekend or out of school hours they must fill in the Lone Worker 
book which is on the main desk in the entrance hall.  

 All staff must sign in and out of the Passtab system, including if they go off site during lunchtime.  

 Any safety and security concerns should be reported to the Head Teacher or Caretaker (standing 
items on SLT and weekly briefings).   

 Each term there is a fire drill that practices efficient evacuation from the buildings.  
 

Information about the Safety and Security of the school can be found in the Health and Safety Guidelines in 
the Staff Handbook along with generic site risk assessments. A copy of these are stored in the staffroom.  



11 

 

 
There is a Critical Incident plan that details what should be done in the case of emergencies.  This has 
been updated in September 2020 in line with the Education Department guidelines. 
 
 
Whistleblowing   
If members of staff ever have any concerns about people working, paid or unpaid, they have a professional 
duty to inform the management accordingly. This can be done in writing or verbally, but staff should be 
prepared to discuss issues in confidence so that any such matter will be dealt with sensitively and with the 
necessary degree of confidentiality. The school follows the Education Department’s policy on 
Whistleblowing.  
  
Monitoring and review   
It is the responsibility of the Senior Leadership Team to monitor the effectiveness of the Safeguarding 
Policy through continual self-evaluation.   
To this end, the above policy is reviewed annually by the Senior Leadership Team.  
  
Date of current review: September 2021  
Date for next review: September 2022 
  
 


