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Glossary

CEO: Chief Executive Officer

COT: Chair of Trustees

CSC: (Local Authority) Children’s Social Care
DBS: Disclosure and Barring Service

DOSP: Trust Director of Safeguarding and Pastoral
HOS: Head of School

10: Investigating Officer

MIS: Management Information Systems

LADO: Local Authority Designated Officer (for safeguarding)
Parents: Umbrella term also including carers and legal guardians

Staff: Umbrella term also including agency workers, self-employed, contractors,
volunteers, trustees, members, and governors

TRA: Teaching Regulation Agency

Scope

This policy should be applied when a member of staff is alleged to have:

+ Behaved in a way that has harmed or may have harmed a child.

+ Committed a criminal offence against or related to a child.

* Behaved in a way that indicates they pose a risk of harm to children.

* Behaved in a way that indicates they may not be suitable to work with children.

Allegations of abuse may take place in school, out of school, or online. Allegations relating to
a former staff member will be immediately referred to the police.

The HOS (or CEO if the allegation concerns the HOS, and the Chair of Trustees if it concerns
the CEO), in consultation with the DOSP and LADO where appropriate, will determine whether
the concern meets the harm threshold, and record the rationale for this decision.




Section One: Manaqging Allegations

Allegations must immediately be reported to the HOS, who must then inform the DOSP without
delay.

The LADO will also be informed when a referral meets the reporting threshold. They will advise
next steps which may include the involvement of police or CSC.

The exception is where the alleged perpetrator is deemed to be an immediate risk to children
or there is the likelihood of a criminal offence being committed. In such cases, the LADO will
be notified without delay following police notification.

The alleged perpetrator should be informed of allegations without delay, following advice from
the LADO and/or police (where relevant) and will be offered appropriate support to ensure a
fair and proportionate process.

Investigating Allegations

The school will appoint an 10 whose findings will be shared with the DOSP and LADO, who
will then decide whether a formal hearing is needed.

Where the need for a disciplinary process is established, the hearing should be held without
delay following the completion of investigations. There are five possible outcomes:

¢ Substantiated: Sufficient evidence to prove the allegation.

¢ False: Sufficient evidence to disprove the allegation.

¢ Unsubstantiated: Insufficient evidence to prove or disprove the allegation

¢ Unfounded: No evidence to support the allegation.

o Malicious: Sufficient evidence to disprove the allegation and deliberate actions to deceive.

A written record will be maintained of the outcome, including the rationale for decisions
reached and how the threshold decision was determined.

Where a member of staff resigns or ceases to engage during an investigation, the school/Trust
will continue to investigate to a conclusion wherever possible.

A disciplinary process may be conducted in parallel to a criminal investigation or be
suspended until criminal processes are concluded, considering advice from the police or
LADO. The outcomes of criminal proceedings will usually inform subsequent disciplinary
procedures.

When an allegation is made against someone not employed by the school or Trust (supply
teacher, contractor, volunteer, people using the school during lettings) the school will fully co-
operate with any external investigation and/or disciplinary process.

Suspension

Although officially a neutral action, suspension can make it difficult for a staff member to return
to work following an investigation. Therefore, suspensions should only be made after careful
consideration when:




e There is cause to suspect a child/children are at risk of significant harm.
o The allegation warrants investigation by the police.
o The allegation is so serious that it may be grounds for dismissal.

Alternatives such as redeployment to another role or school may also be appropriate.

Suspended staff will be provided with a named school/Trust representative to inform them of
progress and help provide any support they require.

When a member of staff returns to work following suspension, due consideration will be given
to both their needs and those of the child.

All suspensions must be formally recorded with reasons and actions.

DBS, TRA and Ofsted Referrals

When a member of staff is dismissed or leaves the school whilst under investigation, the DOSP
will consider whether it is appropriate to make a referral to DBS for inclusion on the ‘Barred
List’. If they are a teacher, a referral to the TRA for a possible Prohibition Order will also be
considered. When a member of staff resigns or leaves under a settlement agreement, this
must not override the statutory duty to make a referral to the police, TRA or DBS.

Early Years settings must inform Ofsted of any allegations of serious harm or abuse involving
anyone living, working, or caring for children on the premises or elsewhere within 14 days,
along with actions taken.

Confidentiality and Record Keeping

A comprehensive record of all allegations must be retained, including full details of the
allegation, investigation findings, actions and reasons for actions.

Details must be confidentially recorded in HR files, enabling the accurate sharing of
information with future employers or DBS.

Records must be retained for at least ten years, or until normal retirement age is reached.

Malicious Allegations

Malicious allegations may be dealt with by the school or referred to police according to
circumstances.

Support

Parents should be informed of allegations without undue delay, subject to approval from police,
LADO, or CSC. They should also be kept informed of the progress and outcome of criminal
prosecutions or disciplinary proceedings.

Any child making an allegation will be given appropriate support from pastoral or senior staff
with no link to the investigation. Other agencies may be used where relevant.




Section Two: Low-Level Concerns & Administration

Low Level Concerns

These are concerns which:

e Do not meet the allegations threshold or not considered serious enough for referral to the
LADO.

¢ |s inconsistent with the staff code of conduct, including conduct outside of work (including
online)

Concerns may arise through complaints, suspicions, pre-employment checks, or disclosures
made by a child, parent, or other adult within or outside school.

Examples include:

Being overly friendly with children or having favourites.

Taking photographs of children.

Engaging with a child on a one-to-one basis in a secluded area or behind a closed door.
Humiliating a child.

All staff must report concerns about colleagues’ behaviour, including low-level concerns;
failure to do so may result in disciplinary action.

The Trust promotes a culture of openness, transparency and trust by:

o Ensuring staff are in no doubt what comprises appropriate behaviour and confident in
distinguishing expected from concerning, problematic or inappropriate behaviour.

¢ Encouraging staff and students to share concerns.

¢ Encouraging staff to self-refer.

o Addressing unprofessional behaviour at an early stage and supporting staff to make
appropriate corrections.

o Dealing with allegations in a responsive, sensitive, and proportionate manner.

Administration

Full details of all low-level concerns must be recorded on school MIS systems (CPOMS
Staffsafe) including how concerns were reported, action taken and reasons for actions.

Records must be:

e Confidential and held securely in accordance with data protection guidelines.

¢ Regularly reviewed by the DOSP to identify patterns of behaviour, which will be assessed
to determine whether they meet the harm threshold and require referral to the LADO.

o Retained until the member of staff leaves employment at the Trust.

Where low-level concerns relate to a contractor or agency worker, their employer or agency
must be notified so any inappropriate behaviour can be addressed by them.

Low level concerns cannot be included in references. Only substantiated allegations that meet
the harm threshold can be disclosed.




