CHILD PROTECTION (CP)
BEST PRACTICE CHECKLIST – Produced by NE Stay Safe Group for all schools
The checklist is intended as a support to help you establish the best possible practice in your school.  It is not a statement of policy nor is it in any way an ‘official’ document.

	AREA
	KEY QUESTIONS
	NOTES

	Personnel
	1. Who is the named ‘designated person’ for CP?

2. Who is the second named ‘designated person’ for CP?

3. Are procedures in place for assessing safeguarding risks/reporting/managing concerns during a) extended school journeys and b) school holidays where activities organised by or for the school are taking place including those activities taking place on the school site? 

4. If appropriate, who provides admin support for CP?
5. Who is the named governor with CP/safeguarding responsibility?

	All schools should have both a lead and second ‘designated person’ both of whom are members of the Senior Leadership Team – all staff should be aware of who the lead person is and who is responsible in their absence. 
Members of staff and volunteers should understand the need to report any safeguarding concerns to those with designated responsibility and that, unless exceptional circumstances prevail, referrals should only be made by the designated persons.

	Recruitment

and Vetting
	1. Are there robust systems for ‘Safer Recruitment’ in place?

2. Are ‘list 99’ checks undertaken and CRBs always taken up for successful candidates?

3. Who takes responsibility for inducting new members of staff with reference to CP?

4. Are there trained Governors and staff members on interviewing panels? (Safer Recruitment accreditation needs to be renewed every five years)
5. Do current members of staff changing a role within the school complete an application for the new role and are they interviewed with particular regard to CP?
6. Do all members of staff, governors and volunteers have a relevant and current CRB? 


	Systems should include:

1. A reference in candidate packs stating the school’s commitment to safeguarding

2. A statement in the advert which declares that the school is committed to Safeguarding and expects all staff and visitors to be likewise.

3. Relevant interview questions asked to determine a candidate’s understanding of safeguarding

4. Reference requests that seek confirmation that the candidate is an appropriate person to work with children.
5. At least one member of staff and/or a governor on the interview panel who is ‘Safer Recruitment’ accredited


	Allegations against staff
	1. Does the school have effective HR polices so that staff understand “whistle blowing” procedures?

2. Does the school have a specific policy that addresses the action the employer needs to take should an allegation of a child protection nature be made against a member of staff?

3. Do members of staff have access to this policy?

4. Do the Headteacher and Chair of Governors understand the role of the Local Authority Designated Officer (LADO) and know how to make contact within 24 hours of an allegation being received? (Module 11 SET procedures)

5. Is there a staff handbook in place that outlines the safer working practices expected of staff?

	The Headteacher and Chair of Governors need to know what to do if an allegation or concern is raised about a member of staff or volunteer in the school.

The contact number for the Local Authority Designated Officers in Essex is 01245 436744 

Further information available in Chapter 11 SET Child protection Procedures as well as in the school’s internal policies.

	Documentation
	1. Is the policy for CP up to date?

2. Is the CP policy annually reviewed and approved by governors?

3. Is there a robust system for registering and reviewing in-house concerns?

4. Are issues of confidentiality clearly defined?

5. Are records relating to CP sufficiently secure?

6. Does the Designated Child Protection Officer allocate time to review the effectiveness of the school’s CP system?

7. Does the Designated Child Protection Officer have access to SET Child Protection Procedures?

8. Does the Designated Child Protection Officer have access to the current ECC publication “Guidance for Threshold of Need and Intervention”?
9. Does the school have rigorous systems in place to monitor pupil absence with appropriate follow up?

10.  Is the school site sufficiently secure and are there robust systems in place for visitors to sign in and out?
11. Do all members of staff have access to the SET procedures?

	All schools must hold a ‘Single Central Record’ of Identity, Qualification, Permission to work in UK if applicable, List 99 and CRB checks’   Guidance for this is in the ‘Pre-Employment Checks Procedure’- section 13.

The CP policy should be reviewed annually and agreed by governors. A model policy can be found on the info-link: follow the safeguarding link.  Included with the CP policy should be an overview sheet that includes details of all CP training for staff.
All Child Protection records should be kept separate from the child’s pupil records. (Best practice would be a locked filing cabinet in the Head Teacher’s Office)
If a child leaves the school, CP records should be copied by the host school and the copies  hand delivered to the receiving school by a responsible member of staff or sent recorded delivery, marked ‘Private and Confidential’ for the attention of the Designated Person for Child Protection.

All CP records must be kept by schools for a period of 25 years.

Persistent, irregular or unexplained absence can be an indicator of a potential safeguarding concern.

	Seeking advice, making referrals, attending case conferences,  supporting conference outcomes
	1. Are Social Care and police telephone numbers held by the school current?  Are they easy to find?
2. Is the name and contact number for the appropriate officer for seeking advice current?

3. Is the pro-forma for making referrals completed before the call to the appropriate agency is made?

4. Are processes sufficiently robust to ensure that concerns are maintained and the progress of any referrals made monitored?

5. Are relevant members of staff equipped and supported to attend and contribute to case conferences?

6. Are processes in place to effectively participate in core group meetings?

7. Does the Designated Child Protection Officer know how to resolve professional disagreements in the workplace relating to the safety of children?
	Numbers should be listed in the policy displayed near the telephone most likely to be used for making a referral. Referrals can be made by telephone or by completing the ECC 999 form – available on the info-link under safeguarding. (It is good practice to double check the fax number before submitting it, as it does sometimes change.  For security reasons, referrals should not be made via email)
A ‘’Guidance for Threshold of Need and Intervention’ document has been produced by Essex County Council and gives very clear and good guidance on the different thresholds.  It is available on the infolink – (You need to complete an ESI search ‘Guidance for Threshold of need and Intervention Summary)
Initial Response Team (IRT) – 01206 266113, by e-mail (not for making referrals)  irt@essex.gov.uk 
Social Care Direct 0845 6037627

There is a responsibility to maintain a level of responsibility even after a referral is made – In effect this means chasing your referral to Social Care.
Attendance at case conferences can sometimes be emotionally challenging.

Core groups are generally set up in consequence to a child being placed on the register for children subject to a child protection plan.
Professionals can contact the Children’s Safeguarding Service on 01245 436744 for advice and guidance on any questions relating to Child Protection.


	Training
	1. Have the named ‘designated person’ and second named ‘designated person’ received the appropriate level of training and is this training in date?
2. Have all members of staff irrespective of function the right level of training and is the training in date?

3. Is the Governor for safeguarding aware of and involved with staff training?

4. Are the appropriate governors and members of staff accredited for ‘safer recruitment’?  (to be renewed every 5 years)
5. Are governors (and particularly the Chair of Governors and Nominated Governor) encouraged to undertake training?
	Training for Designated Child Protection Officers needs to be renewed every two years (Group 5 previously ESCB Level 3)
Training for other staff needs to be renewed every three years  (Group 3 previously ECSB Level 2)
All training needs to be recorded in the CP Register
Details of training are available on the ESCB website (http://www.escb.co.uk/) 
Headteachers/Designated persons need Group 5 training: ‘The Role of the Designated Person/Lead Person for Safeguarding Children’

	Serious Case Reviews
	Do those responsible for CP read SCRs and note their recommendations?

Are these recommendations reported to all members of staff and the named ‘safeguarding’ governor?

Are in-house systems and practices reviewed and up-dated in consequence to these recommendations?

	All organisations including schools have a duty to take account of SCRs and to respond appropriately – SCRs are available on the ESCB and Barnados’ websites and updates can also be received from the NSPCC by signing up to receive their e-mail alerts.  Headteachers have a responsibility to be aware of all SCRs; not just SCRs in Essex.

	Communication
	Are internal communication channels sufficiently robust and all issues of confidentiality in place to ensure that CP issues are managed effectively?
Is the school sufficiently pro-active to ensure that inter-agency communication is sufficiently robust?

Could the school be held to any account for breakdowns in communication?

Do children know that they can talk to any member of staff if they have a concern that affects their safety? 


	Most SCRs identify weaknesses in communication as a main reason for CP cases becoming serious.  The school should regularly communicate to parents the schools commitment to Safeguarding and the school’s likely responses should there be significant CP concerns?
Schools have a duty to ensure that pre-schools forward any CP records.
The Governor responsible for CP should undertake an annual CP audit and produce an annual report to governors. (The Section 11 review tool and  template for the Annual Report to governors can be found on the ECA website safeguarding page 

www.essexclerks.org) 

	Teaching and Learning
	Does the curriculum routinely and sufficiently promote safeguarding?

	Safeguarding should be a crucial element of PSHE but also be a feature of other curricular areas as appropriate.  Children should learn how to keep themselves from harm and how to take responsibility for their own and others’ safety. Internet safety should be a facet of the learning undertaken by children including issues such as ‘cyber’ bullying.

	Site Security
	Is the school site secure?

Are there rigorous systems in place to ensure that people cannot walk into school building or onto school site without permission?

Is there a statement ref: Child Protection clearly displayed in reception to which all visitors can be referred when signing in?

Is the Foundation class base secure – so that children cannot wander in or out of their setting?


	Schools need to have rigorous systems in place to ensure that people cannot easily gain access to the school site and into the main building.

A statement about child protection should be clearly displayed by the main door so that it can be referred to when signing visitors in.

All visitors should wear a badge or equivalent after being signed in. Members of staff should challenge any visitor in the school who is not a member of staff, not accompanied by a member of staff or not displaying visitor identification.



Useful Documents Available on the EPHA website 
http://www.essexprimaryheads.co.uk/info-and-documents/safeguarding
· Ofsted subsidiary guidance

· Inspecting safeguarding briefing paper for section 5 inspectors January 2012

· Safeguarding Section 11 Audit Tool

· Advice on Child Internet Safety – UK Council for Child Internet Safety

· Guidance for the Threshold of Need and Intervention

· Schools’ Commissioning Support Toolkit – Competency of commissioned or contracted external providers

· Schools’ Commissioning Support Toolkit – safer recruitment and safeguarding
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