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SIGNING IN AND OUT 
All staff and regular volunteers / visitors must sign 

in and are subject to a DBS check for everyone’s 
safety.  Less frequent visitors to our school agree 
to comply with our procedures when signing in to 

work on our site.  Any convictions, current or spent, 
must be declared on entry. 

 
 

IDENTIFICATION LANYARDS 
BLUE = NSAT Staff 

GREEN = visitors with DBS clearance. 
RED = visitors WITHOUT DBS – must be 

chaperoned by a member of staff at all times. 
 
 

SAFEGUARDING TEAM 
We have an experienced, active and skilled 

safeguarding team comprising: 

 

Electronic logs of all concerns / potential concerns are 
kept on our CPOMS system.  These can be used as 

evidence in the event other agencies become involved 
in supporting families and dealing with issues.   

ANY concerns MUST BE reported to a member of 
staff immediately and before you leave the school 

site. 

Mobile Phones / Cameras 
You must not use your mobile phone when you are in 

contact with pupils unless in the case of an emergency.  
Your phone must not be used as a camera; school 

cameras or ipads only are to be used to photograph our 
pupils and/ or staff and prior permission must be 

sought. 
 

Social Media 
Do not exchange personal contact details with pupils 

or arrange to meet them outside of school.   
Ensure privacy settings on and social media accounts 

are high.  Refer to the Acceptable Use Policy for 
further details on keeping safe online. 

 

Internet Access 
All users of the school’s systems and wifi must comply 
with the Acceptable Use policy on display in the main 

entrance (copies available on request). 
 

Fire 
The fire alarm is tested at 9:30am every Thursday 

unless notified otherwise.  If the alarm sounds at any 
other time, leave school by the nearest exit & report 

to the main playground where you will be directed. 
 

Smoking 
Eastwood is an entirely non-smoking school; 

everywhere on site and while in contact with pupils 
off-site. 

 

Accidents / Incidents / First Aid 
Please speak to a member of staff if you require any 

assistance or first aid and report any accidents to the 
office / duty first aider immediately. 

 

Gates and doors 
It is everyone’s responsibility to ensure the site is 

secure.  Please close all gates and doors, even if found 
open, when moving around the school site. 

 

Mobility / Health 
Please let us know if you have any health or mobility 

issues you need us to be aware of so that we can assist 
you where possible. 

 
 

 

 

  

 

 

 

 

 

Building Brighter Futures Together 

 

SAFEGUARDING 
PROCEDURES 

For people working in or visiting our school. 

We are committed to protecting our staff and pupils 
from harm and to safeguarding their welfare in and 

out of school.  We expect all visitors to be committed 
to this too.   

This leaflet contains useful information about how to 
demonstrate your commitment.  People in schools are 
uniquely placed to notice signs and symptoms of abuse 
and to support children who are subject to abuse or 

living in abusive situations. 
More detailed policies are available on request. 
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Volunteer’s / Visitor’s Responsibilities 
We provide a safe and welcoming environment where 
everyone is respected and valued.  All those who come 
into contact with children through their everyday work, 
whether paid or voluntary, are responsible for their own 
actions, behaviour and for safeguarding and promoting 
the welfare of our children and each other.  You should 
avoid contact which would lead any reasonable person to 
question your motivation and intention.  We are alert to 
the signs of abuse and neglect and follow procedures to 
ensure effective, timely support, protection and justice 
is received where appropriate.   
 
We expect you to follow our code of conduct: 
• DO provide an example you wish others to follow.  

Be a professional role model; treat everyone with 
respect; 

• DO remember that someone else might 
misinterpret your actions, no matter how well 
intentioned;  

• DO remain in sight and/or sound of other people; 
lone working is not permitted; 

• DO respect a child’s/adult’s right to privacy;  
• DO ensure children and adults feel comfortable 

enough to point out attitudes / behaviours they do 
not like to you – Eastwood is a caring community;  

• DO wear appropriate clothing which is culturally 
sensitive and without offensive slogans. 

• DO report any concerns, no matter how small – 
they could be significant;  

• DO keep all matters confidential – no discussions 
take place out of school unless authorised. 

Immediate / significant harm 
If you believe a child or member of staff is at 

immediate risk of significant harm, phone 999 / 101 
and notify SLT immediately. 

Record factual details about the disclosure, sign and 
date the document and pass to the Safeguarding 
Team immediately.  Do not attempt to investigate 

the matter.  Do not take photographs of any 
 

 

Protecting from Harm 
Neglect, abuse and Child Sexual or Criminal 
Exploitation can happen to any child or adult, 
anywhere regardless of gender, race culture, 
ethnicity or sexuality.  Children and adults with SEND 
are particularly vulnerable.  Many children are unable to 
disclose what is happening to them and rely on us to spot 
signs of abuse.   
 

What should we be alert to? 
Abuse is any form of neglect – physical, emotional or 
sexual mistreatment or lack of care which leads to 
harm or injury.  It can happen to anyone regardless of 
age, gender, race or ability. 
 

Discrimination is where you are treated less 
favourably because of a particular characteristic (eg 
race, religion, gender, nationality etc…). 
 

Bullying is a wilful, conscious attack on the self-
esteem or person.  To be deemed bullying it happens 
several times on purpose (stop). 
 

Abuse, discrimination and bullying are not 
tolerated. 

 

Signs of abuse include: 
• Suspicious / unusual bruises, burns or injuries 
• Providing unlikely / inconsistent explanations for 

injuries or behaviour or keeping fully covered 
• Unexplained changes in behaviour 
• Showing signs of pain or discomfort 
• Being unusually passive / withdrawn 
• Being uncharacteristically aggressive 
• Seeming anxious, fearful or distressed 
• Seeming isolated – few / no friends 
• Poor bond / relationship with parent/carer 
• Running away / going missing 
• Age-inappropriate knowledge / language 
• In possession of new, expensive items or money 
 

The above do not necessarily mean a child is being 
abused but they indicate a member of the 

        
         

   

What should I do if a child discloses to me? 
 

Please remember: 
1. Stay calm and listen without prejudice.  Do not 

question to secure evidence. 
2. Reassure them they were right to tell. 
3. Do not promise confidentiality but do assure you will 

help 
4. You are not the investigating officer – do not ask 

leading questions.  
5. Record factually what the child said, using their 

words (this can be done at the time or immediately 
after the disclosure) 

6. Tell them what will happen next – that the 
information will be shared with the DSL who will be 
able to help them. 

7. Alert a member of the Safeguarding team in person 
immediately and record on CPOMS. 

 

Allegations / Whistleblowing 
Any allegations against members of staff or visitors 
must be reported to the Headteacher immediately.  If 
the concerns are about the Headteacher, please refer 
to the Whistleblowing policy on the school website and 
Safeguarding posters around school. 

 

Physical contact / Language 
Avoid any type of physical contact with pupils.  If a pupil 
is distressed, report this to a nearby member of staff 
who will assist them. Never use language which could be 
considered: derogatory, racist, homophobic or 
sexualised. 

Health and Safety 
Please be aware of your surroundings at all times.   
Report any concerns, defective or faulty equipment to 
a member of staff immediately unless it is unsafe to 
leave the situation; call for help in this instance. 
 

Lone Working 
Eastwood operates a no-lone working policy.   Please 

ensure you are not alone in a space with a child. 
 



 



 

 

 

 


