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Safeguarding Children in Education:  

Safeguarding Audit Toolkit for Schools and Colleges in Brighton & Hove 2014-15 
 
 
 
 

 
 

Part 1: Guidance for Completing the Safeguarding Audit  
 
A.  Why should schools and colleges evaluate their safeguarding arrangements? 
 

All educational establishments have a legal responsibility to safeguard and promote the welfare of children and young people. 

 Section 175 of the Education Act 2002 requires governing bodies of maintained schools and further education colleges to make arrangements 
to ensure that their functions are carried out with a view to safeguarding and promoting the welfare of children. 

 Section 157 of the Education Act 2002 requires proprietors of independent schools (including academies, Free Schools and city technology 
colleges) to have arrangements to safeguard and promote the welfare of children. 

 The Non-Maintained Special Schools Regulations 1999 require governing bodies of non-maintained special schools to make arrangements to 
safeguard and promote the welfare of children. 

 
Regular monitoring is essential to ensure that the educational establishment has strong policies, procedures and mechanisms in place to safeguard 
children and young people; it will also help the establishment to prepare for safeguarding aspects of inspections by Ofsted or other relevant 
inspectorates. 
 
 

B.  About this audit toolkit 
 

The purpose of the audit toolkit is to provide educational establishments with some practical advice on how to ensure that all children are safe and 
provide evidence that safeguarding is a priority within their establishment.  It has been developed to align it with the following statutory guidance and 
inspection frameworks: 

 Safeguarding Children and Safer Recruitment in Education (2006), Department for Education 

 Ofsted Framework for School Inspection (January 2014) and the School Inspection Handbook (January 2014) 

 Ofsted Framework for Inspecting Non-Association Independent Schools (January 2014) 

 Ofsted Common Inspection Framework for Further Education and Skills and the Handbook for the Inspection of Further Education and Skills 
(January 2014) 

 

This audit toolkit is for use by providers of education for children and young people under the age of 18 years, including schools 
maintained by the Local Authority, non-maintained special schools, Free Schools, academies, independent schools and sixth-form 
and further education colleges. 
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The audit tool has also been informed by results of inspections locally and findings from serious case reviews nationally and locally.  
 
The audit toolkit includes the following parts: 

 Part 1: Guidance for completing the section 11 audit tool 

 Part 2: Safeguarding audit tool 

 Part 3: Safeguarding action plan 
 
Definition:  In this toolkit, a child is defined as anyone who has not yet reached their 18th birthday.  ‘Children’, therefore, means children 
and young people throughout the document. 
 
 

C.  How to use the audit tool 
 

Although the audit toolkit does not provide a comprehensive list of issues and evidence, it has been designed to help you think about what you have 
in place and what you may wish to put in place in the future.   

 The educational establishment’s safeguarding arrangements should be audited every year.   The safeguarding lead and the head teacher, 
principal or proprietor should work together to complete the audit and compile an action plan.  It is recommended that the chair of the 
governing body or the nominated child protection governor also contributes to this.  

 Once the audit is completed, it is essential that it is checked and signed off by the chair of the governing body or trustees. 

 The action plan should be reviewed, on an ongoing basis ideally, and at least half-way through the year, to ensure that actions are completed 
within timescales and achieve a green rating; further actions should be agreed for the next audit to ensure continuing improvement.   

 The audit and reviews of the action plan should be formally discussed and recorded within management and governing body meetings and 
then shared appropriately. The completed audit could be used not only as inspection evidence regarding how your establishment is currently 
meeting its safeguarding requirements, but also importantly to detail any actions you are planning, with timescales, to improve outcomes for 
children.  

 
 

D. RAG rating and action planning  
 
The traffic light system relates to how the educational establishment assesses itself against achieving a particular standard. If your establishment 
assesses itself as red or amber, areas for development need to be recorded along with the person responsible for completing the action and a 
timescale in which to do so on the separate action plan (a template action plan is provided in Part 3).  

                            
 

 
 
 
 
 

RED Indicates that processes are lacking and need to be developed as a matter of 
urgency in order to meet minimum requirements for a specific standard. 

AMBER Indicates that processes are in place but they need to be reviewed or further 
improved for a specific standard. 

GREEN Indicates that the establishment meets the standard fully with all processes in 
place and up to date, at least to the required minimum. 
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Safeguarding Children in Education: 
 Part 2: Safeguarding Audit Tool for Schools and Colleges in Brighton & Hove 2014-15  
 

Name of school/college Secondary School Date of audit June 2014 

Person completing the 
audit 

DH Teacher 
Job 
title 

DEPUTY HEADTEACHER Signature  

STATUTORY TRAINING REQUIREMENTS 

Name of designated 
safeguarding lead 

DH Teacher 
Job 
title 

DEPUTY HEADTEACHER 
Date of last 
safeguarding training 

JUNE 2014 

Name of deputy 
safeguarding lead 

AH Teacher 
Job 
title 

ASSISTANT HEADTEACER 
Date of last 
safeguarding training 

 

Name of the nominated child protection governor  Governor 
Date of last 
safeguarding training 

New to post 

Date of last safeguarding training for all staff working 
with children (refresher training every three years) 

We have an ongoing rolling programme of CP training for staff (see attached) 

CHAIR OF THE GOVERNING BODY OR TRUSTEES OR THE PROPRIETOR 
This audit has been accepted by Governor who will be responsible for ensuring that the recommendations and actions arising from the audit are implemented and 
reviewed. 

Name CO Governors Date July 2014 Signature  

RETURNING THE AUDIT TOOL AND ACTION PLAN 
 
All schools and colleges are requested to return their completed audit tool and action plan by email to Maggie Baker 
maggie.baker@brighton-hove.gcsx.gov.uk 

 The deadline for returning the audit is 30 June 2014. 

 Evidence for meeting each standard should be provided.  Documents should be embedded, or links provided to the establishment’s 
website where documents can be found, in the appropriate section on the audit tool. 
 

If you have questions about the audit tool, please contact Maggie Baker, Partnership Adviser – Access to Education, maggie.baker@brighton-
hove.gcsx.gov.uk 
 

 
 
 
 

mailto:maggie.baker@brighton-hove.gcsx.gov.uk
mailto:maggie.baker@brighton-hove.gcsx.gov.uk
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

 
1.1 A member of the school’s governing 

body champions child protection 
issues, liaises with the senior 
leadership team and provides 
information and reports to the 
governing body. 

 The school has a nominated 
governor or trustee for child 
protection issues. 

 The nominated governor is 
kept up to date about policies, 
procedures and individual 
issues, if appropriate. 

 Minutes of meetings of the 
governing body and 
subcommittees where child 
protection issues are 
discussed. 

Clare Webster is our CP 
Governor 
 
Clare has regular CP meetings 
with the Designated Led for CP 
and is kept up to date on any 
issues and innovations. She 
also has contact with the whole 
CP Team. 
 
Clare presents annually a full 
report to the Governing Body 
and sits also on the Student 
Governor committee 

Green  

1.2 A member of the school’s senior 
leadership team is designated to take 
lead responsibility for dealing with 
child protection issues, providing 
advice and support to other staff, 
liaising with the local authority, and for 
working with other agencies. (NB this 
should not be the Head teacher and 
can be a non teaching member of 
staff) 

 Evidence that the safeguarding 
lead’s job description clearly 
defines their roles and 
responsibilities in relation to 
safeguarding and promoting 
the welfare of children and 
young people. 

 Evidence that time is made 
available for the designated 
lead to undertake the duties 
required of the role. 

The DHT has safeguarding as 
her first identified area of work in 
her job description and this has 
been communicated to all staff. 
 
The DHT responsible for CP has 
a non-teaching timetable to 
allow her to undertake the duties 
required of this role 

Green  

1.3 A deputy is available to act in the 
safeguarding lead’s absence.  

 Evidence that the 
establishment has a deputy 
with appropriate seniority. 

An Assistant Head is the CP 
Deputy and because of the 
size of the School we have a 
3rd person to act in the 
absence of colleagues and 
share the load 
 
 
 
 

Green  

1.4 Staff members are aware of the line of 
accountability and who the designated 
lead for safeguarding is within the 
establishment. 

 The establishment should have 
a clear protocol in place that 
informs staff who has 
responsibility for child 
protection and how to contact 

This information is found in 
the Staff Handbook, on all 
Staff passes and is told to all 
staff at the start of the 
academic year when the 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

 
them. 

 The protocol is mentioned in 
the staff handbook and 
provided to new staff as part of 
their induction 

 Minutes of meetings where 
information has been provided 
and discussed. 

whole CP Team is introduced. 
It is also a part of our 
induction programme for all 
new staff 
 

1.5 The safeguarding lead is held to 
account through line management and 
supervision or appraisal by their 
manager  

 The work of the safeguarding 
lead is scrutinised and 
challenged effectively – 
evidenced through minutes or 
notes of regular supervision or 
appraisal 

 Evidence that further support 
or training is provided, as 
necessary   

The DHT who leads on CP is 
line managed by the Head 
teacher. She has a CP appraisal 
target and has regular line 
manager meetings with the 
Head teacher. The Head 
teacher will always prioritise the 
DP if she requires to meet re a 
CP issue. 
Training is reviewed regularly 
and any training requests for the 
whole CP Team are supported 
by the Head teacher 

Green  

1.6 Systems are in place to ensure the 
school monitors and quality assures 
implementation and compliance of 
child protection and safeguarding 
requirements and procedures. 

 Evidence of quality assurance 
activities by the safeguarding 
lead, for example audits of 
children’s child protection files 
or records and training 
(annually)  

 Evidence of systematic review 
of the action plan.  

 Evidence that action is taken 
without delay to improve any 
deficiencies identified. 

.The DHT who leads the CP 
Team monitors the quality of 
reports for CP and any other CP 
requirement. The DP will have 
regular meetings with the 6 
members of the CP Team to 
monitor their work to ensure the 
work in school supports the 
student and that we are fully 
compliant with CP requirements. 

Green  

1.7 Any deficiencies or weaknesses in 
child protection arrangements brought 
to the attention of the governing body 
and senior managers are remedied 
without delay. 

 Evidence of systematic 
challenge by governors – 
documented in minutes of 
meetings.  

 Evidence of challenge by the 
senior leadership - 
documented in minutes of 
meetings. 

 The policy review cycle is 

A review of the work of the CP 
Team is given in an annual 
written report to the full 
Governing Body 
The CP Team also does an 
annual review of its own work 
and this is feedback to the Head 
teacher 

Amber To develop a more rigorous system 
of review by the Governing Body 
 
To develop a more robust and 
systematic method of gathering 
student voice input into 
safeguarding 
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

 
implemented within set 
timescales. 

 Surveys/questionnaires for 
children, parents and staff 
members.  

 
 
 

Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

2) The school has effective policies and procedures in place to safeguard and promote the welfare of children in accordance with statutory 
guidance. 
2.1 Leaders, managers, and governors 

take account of statutory guidance 
which set out their responsibilities to 
safeguard and promote the welfare of 
children. 

 Awareness of statutory 
guidance Working Together to 
Safeguard Children (2013). 

 A copy of Safeguarding 
Children and Safer 
Recruitment in Education 
(2006, Department for 
Education) is made available. 

 Minutes of meetings where the 
documents have been 
discussed, including at full 
governor and sub-committee 
meetings. 

All members of the CP Team 
have a copy of Working 
Together to Safeguard Children 
and it has been discussed at CP 
Team meeting. 
 
A number of Senior Staff and 
Governors have completed 
Safer Recruitment Training and 
the HR Department ensure all 
staff are DBS’d before joining. 

Amber  Governors to discuss Working 
Together to Safeguard Children 

2.2 
 
 
 
 
 
 
 
 
 

The school has a child protection 
policy and procedures in place that are 
in accordance with Sussex Child 
Protection and Safeguarding 
Procedures, and the policy is made 
available to parents on request. 
 
(A model child protection policy for 
schools is available from the LA) 

• The policy and procedures are 

in place and signed off by 
governors. 

 The policy and procedures are 
reviewed annually and 
accessible to staff. 

 The policy is accessible to 
children and parents; for 
example, it is available on the 
establishment’s website. 

 Parents are informed through 
newsletters and the annual 
admissions document.  

 Does the policy recognise that 

The CP Policy is available on 
the School website and is in the 
Staff Handbook which all staff 
have a paper and electronic 
copy. The Policy is in 
accordance with the Sussex CP 
and Safeguarding Procedures 
 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

2) The school has effective policies and procedures in place to safeguard and promote the welfare of children in accordance with statutory 
guidance. 

child abuse occurs in all 
cultures, ethnic groups and 
social strata 

 The policy recognises that 
children with SEN are more 
vulnerable to abuse and 
exploitation 

2.4 The school has a written e-safety 
policy and procedures and a social 
media policy that are reviewed 
annually. (available from the LA) 

 E-safety policy and acceptable 
use policies (one for staff and 
one for children/young people), 
reviewed annually, and signed 
off by governors  

 A social-media policy, 
reviewed annually, and signed 
off by governors. 

 The policies accurately reflect 
current safeguarding 
procedures. 

 All children, parents and staff 
members should be aware of 
the establishment’s social 
media policy that sets out safe 
practices for all members of 
the community. 

 The establishment conducts an 
annual e-safety audit.  

 Evidence of monitoring the 
establishment’s internet, e-mail 
and social media traffic, 
especially that used by staff. 

 Robust procedures for incident 
management and safeguarding 
any ‘e’ evidence. 

 Initiatives and awareness 

The School has an annual e-safety 
parents evening to support parents 
in dealing with the constant 
changes and development in 
technology. External speakers (Paul 
Platts), staff and 6th Form students 
have worked with parents to raise 
their understanding of e-safety. 
 
E-safety is taught through the 
PSHEE curriculum. 
 
We have a CEOPPs trained member 
of staff who supports students and 
parents with ‘e’ issues. 
 
The School has strict guidelines for 
staff on use of the internet and 
social media traffic. This is 
monitored by the ICT Team and 
reported back to the Head of HR 
and Strategic Financial planning if 
there is deemed to be any 
irregularities. 

amber An e-safety audit needs to be 
carried out annually 
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

2) The school has effective policies and procedures in place to safeguard and promote the welfare of children in accordance with statutory 
guidance. 

raising activities for children, 
parents and staff should be 
systematically captured to 
provide evidence of these pro-
active methods. 

2.5 The school has a policy for the use of 
images of children 

 Evidence that parents have 
been provided with the schools 
policy of the use of images of 
children to include how schools 
will use such images and 
whether or not parents may 
take images during school 
events such as sports day 

 Evidence that parents have 
been asked to give consent to 
images of their child being 
taken and used in any school 
literature or publications 
 

The School will only allow a limited 
number of images to be taken and 
this is closely monitored. All 
photographs of students have to 
have been agreed by parents by 
letter or phoning them and the CP 
Team will screen photographs 
going out from the School. 
If the press are in School, they are 
usually accompanied by a member 
of the CP Team to monitor of what 
and who they are taking pictures. 
 
Students are not allowed to use 
their phones to photograph/video 
School events 

Amber Policy Statement for use of images 
is needed 

2.6 The school takes reasonable steps to 
ensure that children are safe on the 
premises. 

 A health and safety policy and 
procedures, updated annually, 
which cover identifying, 
reporting and dealing with 
accidents, hazards and faulty 
equipment. 

 All health and safety checks are 
up to date and where issues 
have been identified they have 
been quickly acted upon. 

 Procedures and relevant risk 
assessments are reviewed to 
ensure that the physical space 
is safe. 

 Entrances and exits to the site 
are effectively monitored; 
fencing is adequate and secure. 

 Visitors are asked to show 

The School has an annually 
reviewed H&S Policy that is in 
the Staff Handbook. 
Staff in practical subjects have a 
specified induction programme 
to ensure that they are clear on 
health and safety regulations 
pertaining to their subject area. 
 
All health and safety checks are 
up to date and this is all 
documented. The Head of HR 
has overall responsibility for 
H&S and she is line managed 
by the Head teacher. 
Risk assessments are carried 
out and updated to ensure the 
site is safe 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

2) The school has effective policies and procedures in place to safeguard and promote the welfare of children in accordance with statutory 
guidance. 

photo IDs; visitors and 
volunteers wear a visitor badge 
while on the premises and are 
monitored. 

 Evidence of reasonable steps to 
ensure safety in the case of fire 
or an emergency, including an 
emergency evacuation 
procedure that is regularly 
reviewed and up to date. 
 

All visitors are required to sign in 
at Reception and are given 
visitors badge.ID is requested 
when available from visitors. 
Invigilators, peripatetic music 
teachers and cover staff are 
given CP training. Any visitor 
into the School has to be 
accompanied by a member of 
staff. 
Evacuation drills are held 
regularly by the School and are 
always reviewed by SLT. Staff 
are asked for any feedback 
when a drill has been carried out 
through the Consultation Group. 
  

2.7 The school manages and records 
injuries appropriately. 

 First aid boxes are accessible 
at all times, with appropriate 
content for use with children. 

 Minor injuries books are readily 
available and are routinely 
used to record minor injuries.  

 Parents or carers are informed 
on the same day, or as soon 
as reasonably practicable, of 
any accidents or injury and first 
aid given – records should 
include when the parent was 
contacted. 

 Any trends are monitored on a 
regular basis.  

The School has a Team of First 
Aid staff and a full time nurse 
with a medical centre. .First 
Aiders have regular training 
updates 
 
An injuries book is held by 
Matron in the Medical Centre 
and all minor injuries to both 
staff and children are recorded. 
 
Parents are contacted as soon 
as possible of any injury or 
accident. 
 
Trends are monitored carefully 
with self harm being the most 
dominant trend at the moment. 
This s being monitored by both 
the CP Team and Matron who 
regularly meet to discuss issues. 

green  

2.8 The school’s  governing body seeks 
assurance from all providers of work-

 Evidence that checks are 
made by commissioners of 

Systematic checks for 
safeguarding are undertaken 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

2) The school has effective policies and procedures in place to safeguard and promote the welfare of children in accordance with statutory 
guidance. 

based placements, alternative 
provision placements, after-school 
services or activities, if they are 
provided separately by another body, 
that the body concerned has 
appropriate policies and procedures in 
place for safeguarding children and 
child protection; there are 
arrangements to liaise with the 
provider on these matters where 
appropriate. 

such activities and systematic 
recording of safeguarding 
checks. 

 Requirements are specified in 
contracts. 

 Risk assessments are 
conducted for each provider to 
ensure children are safe at all 
times, including relevant risk 
assessments to ensure that the 
physical space is safe. 

by HR Team and 
requirements are made in 
specific in all contracts 

 

2.9 When commissioning a service from 
another organisation, e.g. when 
contracting out catering, cleaning, 
maintenance, etc, there are robust 
mechanisms in place to ensure that 
these organisations have appropriate 
policies and procedures in place for 
safeguarding children and child 
protection. 

 Checks are made by the 
commissioning person or body. 

 Requirements and relevant 
information are included in 
contracts. 

All external contractors have their 
own safeguarding policies. Staff 
are DSB checked and held on our 
central register. All contract staff 
must work to Schools safeguarding 
policies. 

Green  

 

Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

3) The educational establishment promotes safe practices and a culture of safety. 
3.1 Children are fully aware of different 

forms of bullying, including cyber-
bullying and prejudice-based bullying 
and actively try to prevent it from 
occurring.   

 Actions taken to promote 
equality and diversity within 
the establishment. 

 Bullying and derogatory or 
aggressive language in all 
their forms are rare – 
evidence could be provided in 
the form of action taken to 
monitor incidents. 

 All incidents of bullying are 
dealt with effectively by the 
establishment; this should be 
evidenced by well-kept 
records of how incidents are 
managed (see also 2.3). 

All students are made aware of 
different forms of bullying. This is 
carried out in a range of ways 
including through the PSHEE 
curriculum, in RE, assemblies, tutor 
time and the anti- bullying week 
activities. Students have created an 
anti bullying video. The Student 
Counsel has been very proactive in 
leading anti- bullying activities. 
The School has an anti bullying 
Policy 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

3) The educational establishment promotes safe practices and a culture of safety. 
3.2 All children are safe and feel safe at the 

school and at work-based placements, 
alternative provision placements, after-
school services or activities, at all 
times.   

 Monitoring and evaluation 
systems in place to gauge the 
extent to which children keep 
safe, adopt safe and 
responsible practices and deal 
sensibly with risk. 

 Assemblies where 
safeguarding-related issues 
have been addressed, e.g. 
bullying, substance misuse, 
child sexual exploitation, e-
safety, truanting, extremism, 
etc. 

 Posters relating to the above 
themes with helpline numbers 
(e.g. for external agencies). 

 Children are given regular, 
age-appropriate training in 
online exploitation (including 
commercial and sexual 
exploitation). 

 Managing risk through 
discussion, risk assessments, 
role play and skills rehearsal. 

 Peer mediation and/or buddy 
programmes are in place. 

 Questionnaires/surveys of 
children. 

 Clear information about how to 
access a safe adult if a child 
has any concerns. 

 Initiatives and promotional and 
awareness-raising activities 
should be systematically 
captured in some way in order 
to provide evidence of pro-
active work. 

 

 Schools annual well being 
questionnaires indicate 
students feel safe and feel that 
school deals well with bullying 
issues 

 Assemblies target key issues of 
bullying, e-safety etc and are 
sometimes led by staff and on 
other occasions by students 

 Posters are visible around 
school and are found in key 
areas such as by Pastoral 
Leaders offices, medical area, 
chapel etc 

 Students are supported to raise 
their awareness of online 
exploitation especially through 
work with Behaviour Manager 
who is CEOPs trained 

 In PSHEE students take part in 
drama and discussion work to 
support managing risk 

 We have a large buddy 
programme, peer mediation 
and prefect system that 
involves a lot of students. 
Students are given CP training 
in these posts 

 All staff have annual CP 
training and students tend to go 
to a person they feel confident 
to talk to. Staff all know to         
r report as soon as possible CP 
matters to the CP Team. All 6

th
 

Form have an assembly where 
the CP Team is introduced to 
ensure new students know who 
they can talk to. 
 

 

green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

4) The school identifies concerns about possible abuse or about learners who may have gone missing and refers such concerns promptly to 
the relevant agencies. 
4.1 Staff members are confident about 

how to recognise signs of abuse - 
signs of neglect, emotional abuse, 
physical abuse and sexual abuse, 
including child sexual exploitation and 
are clear about the circumstances in 
which concerns need to be passed on 
to the school’s designated person  

 Training and guidance for staff 
covers how to recognise signs 
of abuse and when to pass on 
concerns to the safeguarding 
lead. 

 Evidence of quality assurance 
activities by the safeguarding 
lead to ensure staff members 
are clear about how to 
recognise risks and when to 
report them.   

 

 All annual CP training 
includes how to recognise 
different types of abuse. 
(see training packs) 

  
 
 
 
 
QA to then be able to evidence 
staffs understanding of safe 
guarding procedures 

4.2 Staff members are able to identify 
children who would benefit from 
earlier help or additional services to 
improve outcomes and to prevent 
them from needing social care 
intervention. 

 Evidence in children’s 
safeguarding files of prompt 
referrals to external agencies. 

 Evidence of quality assurance 
activities by the safeguarding 
lead to ensure staff identify 
children needing additional 
support appropriately. 

 

Evidence of early intervention 
now evidenced on Cops 
That show prompt referrals to 
external agencies 
 
Safeguarding Lead monitors 
work of CP Team to ensure 
students receive appropriate 
support 

 

Green  

4.3 There are effective and prompt 
systems for referring safeguarding 
concerns about children to relevant 
agencies. 
 

 Evidence in children’s 
safeguarding files of prompt 
referrals being made plans are 
clearly logged. 

 The safeguarding lead attends 
training on specialist child 
protection issues 

 Training or information is made 

See CPoms for evidence 
 
Safeguard Lead attends 

specialist training ( logged by HR 
Lead) including DV, Mental Health, 

Self harming, suicide 
 
Training is shared with CP Team 

and pastoral Leaders  

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

4) The school identifies concerns about possible abuse or about learners who may have gone missing and refers such concerns promptly to 
the relevant agencies. 

available to all staff through the 
safeguarding lead.  

 Policies and procedures are 
accessible to all staff informing 
them of how to make a referral 
when the safeguarding lead is 
not available. 

 
 
Policies are in staff handbook 
And new training informs staff 
how to make a referral in 
absence of CP Team 

4.4 The school records information 
relevant to safeguarding concerns 
clearly and accurately and shares it 
appropriately, both internally and with 
other agencies. 
(guidance has been issued by the LA 
on record keeping) 

 All staff members, irrespective 
of their role in the school, use a 
centralised and standardised 
recording system to keep 
accurate and contemporaneous 
records of concerns. 

 The recording system is easily 
accessible to all staff and 
available in a range of places, 
e.g. in the staff room. 

 Child protection/welfare 
concerns files are kept securely 
and separate from all other 
records relating to the child. 

 Child protection/welfare 
concerns are shared securely 
with the safeguarding lead or 
appropriate people. 

 All staff members are given 
training, and refresher training, 
on how to record concerns 
using the standardised system. 

 When children transfer from the 
educational establishment to 
another, and records of child 
protection/welfare concerns 
exist, these are sent to the 
receiving establishment as 
soon as possible.   

 The designated person audits 
the establishment’s children 
protection/welfare concerns 
files regularly to ensure that 

All concerns are recoded 
centrally by the CP Administrator 
 
Staff are asked to email 
concerns and these are put onto 
CPoms 
 
CP Files are kept locked in CP 
Leads office 
 
Since July 2014 we have been 
using CPoms to record CP 
concerns and the 3 CP Leads 
have full access to all CP 
Information 
 
Staff are made aware annually 
as a part of the CP training what 
to do if they have a CP concern 
 
The CP Team where possible 
will attend the last COP/CIN/LAC 
meeting before the student 
transfers to secondary school 
and to make themselves aware 
to the family and social worker. 
The student is then given a key 
worker to support them through 
the transfer process.  
 
The CP Lead monitors that 
records are being kept and 
reports are of a high standard 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

4) The school identifies concerns about possible abuse or about learners who may have gone missing and refers such concerns promptly to 
the relevant agencies. 

procedures are being followed 
and  adequate records are 
being kept.   

  
 

4.5 The school supports multi-agency 
working to safeguard children by 
appropriate information sharing, 
regular attendance at child protection 
conferences and reviews, and by 
attending other professional meetings, 
where appropriate. 

 Evidence of guidance and 
training on information sharing 
to staff to ensure they 
understand the purpose of 
information sharing to 
safeguard children. 

 Evidence of the safeguarding 
lead or other staff members 
participating in multi-agency 
work, e.g. attending strategy 
discussion meetings, child 
protection conferences or core 
group meetings, participating in 
Brighton & Hove  LSCB audits 
and reviews of cases, etc. 

 Information is shared securely 
and with due regard to 
confidentiality.   
 

CP Team regularly discuss 
information being shared at their 
2 weekly meetings. Information 
also shared with HOY and tutor 
as appropriate 
 
CP Team members attend 
strategy and CP meetings as 
well as core group meetings and 
these are recorded. 
 
Information is shared on a needs 
to know basis 

Green  

4.6 All staff members are aware of their 
duty to raise concerns, where they 
exist, about the management of child 
protection and safeguarding, which 
may include the attitude or actions of 
colleagues.  

 Evidence that information has 
been provided to staff about 
whistle blowing. 

 Evidence that staff know they 
should speak with the head 
teacher/principal, the chair of 
governors or externally with the 
Local Authority Designated 
Officer (LADO). 

 Evidence of an  up to date 
whistle-blowing policy  

 
An up to date whistle blowing 
policy is in the staff handbook. 
 
Any CP issue that has been 
reported about a member of 
staff have been fully 
investigated and the LADO has 
been informed 

Green  

4.7 Relevant staff members are aware of 
children who are persistently absent 
or missing from education and they 
take appropriate action to respond to 
this, especially with regard to the most 
vulnerable children.  

 Attendance policy regularly 
reviewed and updated. 

 Evidence that the school 
investigates any unexplained 
absences. 

 Evidence that the school liaises 
with other agencies or 

Full time EWO leads Attendance 
Team to monitor absences. First 
day phone calls each day from 
school with CP/LAC/CIn a priority 
and reported daily absence is sent 
to CP Lead 

EWO links with ITF/SS/attends 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

4) The school identifies concerns about possible abuse or about learners who may have gone missing and refers such concerns promptly to 
the relevant agencies. 

specialists around the issue of 
absences. 

 The school notifies the local 
authority of any children who 
have been removed from the 
school’s roll.  

 Evidence that when a child has 
been excluded they have been 
offered a CAF (in line with 
Department for Education 
guidance). 
 

CAFs as recorded on CPoms 
 
School informs LA of children 

coming off role 
 
Some excluded children are   

offered CAFs 
 
 
 
 
 
 

4.8 The school keeps accurate records of 
all children subject to a CP Plan and a 
CiN Plan 

 Is information shared securely 
and with due regards to 
consent and confidentiality 

 Evidence of guidance and 
training on information sharing 
to staff to ensure they 
understand the purpose of 
information sharing to 
safeguard children 

 Staff are made aware of any 
children they teach who are 
subject to a CP Plan 

 Staff are aware of their part/role 
in the CP or CiN Plan 

 
Information shared on a need to 

know basis. Tutor and HOY 
informed. 

 
Each HOY knows information 

from looking at CPoms and from 
discussions with CP Team 

 
Staff may know if a child is on a 

CP Plan if appropriate 
 
Staff especially tutor/HOY know 

their role in CP/CIN support 

Green  

 

Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

5)  Senior members of the school and all other staff members who work with children undertake appropriate training to equip them to carry out 
their responsibilities for safeguarding children effectively.  
5.1 An induction process is in place for 

all staff members who have contact 
with children. 
 

 All new members of staff, 
including newly qualified 
teachers and teaching 
assistants, are given induction 
that includes: 
1)  Familiarisation with the 

child protection policy and 

 
All staff have annual CP training 
 
( see training packs) 
 
Head of HR keeps up to date 
records on all CP training 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

5)  Senior members of the school and all other staff members who work with children undertake appropriate training to equip them to carry out 
their responsibilities for safeguarding children effectively.  

other related policies  
2) Basic child protection 

training that includes: 
     -  how to recognise signs of  

abuse 
     -  how to respond to any 

concerns 
     -  e-safety awareness 

 Accurate records of induction 
are kept.  

including induction 

5.2 Senior members and all other staff 
members who work with children 
undertake appropriate basic child 
protection training that is kept up to 
date by refresher training every three 
years. 

 Accurate attendance records 
are kept as evidence. 

 The safeguarding lead 
undertakes regular audits of 
training records to ensure all 
staff members have received 
safeguarding training (or 
induction in the case of new 
staff members). 

Head of HR keeps an accurate 
record of all CP training 
 
CP Lead liaises with Head of 
HR to ensure all staff are fully 
up to date with CP training 

Green  

5.3 In addition to basic child protection 
training, the safeguarding lead 
undertakes training in inter-agency 
working that is provided by, or to 
standards agreed by, the Brighton & 
Hove LSCB, and refresher training 
every two years to keep their 
knowledge and skills up to date. 

 The safeguarding lead attends 
training on specialist child 
protection issues.  Training is 
available from Brighton & Hove 
LSCB.   
Further information is available 
through the  School Workforce 
and Governor Support Team 
 

 The training record of the 
safeguarding lead is up to date 
and accessible. 

All 3 CP Leads attend specialist 
CP training including refresher 
training and the HT attends the 
2 year training 
 
 
Training records of all CP 
training are kept by Head of HR 
and are up to date 

Green  

5.4 There are robust mechanisms in place 
to ensure that supply and contracted 
staff have received appropriate 
training in safeguarding and child 
protection. 

 Written confirmation from 
external agencies that 
appropriate training has been 
provided, including refresher 
training. 

 Evidence of induction to new 
staff on the establishment’s 
safeguarding procedures by 
the safeguarding lead; 

Induction for new staff on the 
Schools CP procedures are in 
place with an immediate pack 
given on arrival and full training 
taking place asap. 
 
 
 
 

Amber  



 

 

15 

Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

5)  Senior members of the school and all other staff members who work with children undertake appropriate training to equip them to carry out 
their responsibilities for safeguarding children effectively.  

accurate records of induction 
are kept. 

 Evidence that contracted staff 
are given the opportunity to 
take part in training based at 
the educational establishment, 
e.g. in the three-yearly 
refresher training. 

 Evidence of audit by the 
designated person to ensure 
all staff have received training 
at appropriate intervals. 

 
 
Central record held by HR Team 
on CP training  

5.5 Temporary staff and volunteers who 
work with children are made aware of 
the educational establishment’s 
arrangements for child protection and 
their responsibilities. 

 Evidence of induction, 
guidance and training provided 
to temporary staff and 
volunteers. 

 Evidence of audit by the 
safeguarding lead. 

All temporary staff receive CP 
training and given CP 
information on visitors badge 

Green  

5.6 The nominated governor or trustee for 
child protection issues undertakes 
appropriate basic child protection 
training that is kept up to date by 
refresher training. 

 Evidence of this training, e.g. 
certificate of attendance for 
Ofsted verification. 

New Cp Governor appointed in 
July 2014. Will access training in 
new academic year 

Amber  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

6)  The educational establishment operates safe recruitment procedures and makes sure that all appropriate checks are carried out on staff and 
volunteers who work with children. 
6.1 The school has a written recruitment 

and selection policy that complies 
with national and local guidance.  

 The policy statement is linked 
to the child protection policy. 

 It incorporates an explicit 
statement about the school’s s 
commitment to safeguarding 
and promoting the welfare of 
children. 

 The statement is included in 
publicity material, 
advertisements, candidate 
information packs, job 
descriptions, etc. 

Yes 
 
Yes 
 
 
 
 
Yes- see packs as evidence 

  

6.2 The governing body must ensure that 
any person who interviews a 
candidate for a post (or in the case 
where a selection panel is appointed 
for that purpose, at least one panel 
member) has completed safer 
recruitment training approved by the 
Secretary of State. 
 

 The requirement for safer 
recruitment training is 
incorporated into the 
recruitment policy/procedures, 
and signed off by governors. 

 Evidence that safer 
recruitment training is 
undertaken. 

 Records of recruitment panels 
are maintained, including 
which member on the panel 
has completed safer 
recruitment training. 

 Audits of recruitment panels to 
evaluate compliance. 

 
 
 
 

 

 
Yes 
 
 
 
 
 
 
 
Needs updating 

Amber Check with Clerk to Govs on 
who on Gov Body has had 
safer recruitment training 

6.3 SINGLE CENTRAL RECORD 
6.3.1 Is there one Single Central Record 

(SCR) of all staff in place? 
The following are included in the 
SCR: 

 All staff who are employed to 
work at the school or sixth 
form college, and those staff 

 
 
Yes – see SCR 
 
 

Green  
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

6)  The educational establishment operates safe recruitment procedures and makes sure that all appropriate checks are carried out on staff and 
volunteers who work with children. 

in further education colleges 
providing education. 

 All staff who are employed as 
supply staff to the school or 
sixth form college or as 
supply staff providing 
education to the further 
education college, whether 
employed directly by the 
school, college or local 
authority or through an 
agency.  

 Any volunteers that the 
school or college has 
recruited to work regularly 
with children and for whom 
Disclosure and Barring 
Service (DBS) checks have 
been requested because they 
are working unsupervised. 

 People brought into the 
school or college to provide 
regular additional teaching or 
instruction for pupils but who 
are not staff members, e.g. a 
specialist sports coach or 
artist. 

 
 
 
All logged via agency if agency 

staff 
 
 
 
 
 
 
 
Chaplaincy has full DSB 
 
 
 
 
 
 
 
 
 
When doing lettings we ask for 

DSBs which are logged 
 
 
 
 
 

6.3.2 Does the SCR record the names, 
addresses and dates of birth of all 
members of staff (as in 6.2.1 above)? 

 
 
 
 
 

Yes Green  

6.3.3 Does the SCR show the identity 
checks made, the date of the check 
and who carried it out? 
 

 Yes Green  

6.3.4 Does the SCR provide evidence that 
all staff members have had 

 Do all staff members 
appointed since September 

Yes 
 

Green 
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

6)  The educational establishment operates safe recruitment procedures and makes sure that all appropriate checks are carried out on staff and 
volunteers who work with children. 

appropriate disclosure checks, i.e. an 
enhanced DBS check, enhanced 
CRB check, as appropriate?  
 

2012 who undertake regulated 
activity have an enhanced 
DBS disclosure for regulated 
activity?  

 Do all staff appointed since 
May 2006, whether or not they 
have regular contact with 
children, have an enhanced 
CRB disclosure? 

 Do all staff employed since 
March 2002 who have regular 
contact with children have an 
enhanced CRB disclosure? 

 Does the SCR show the 
disclosure number, date of the 
checks and who carried it out?   

 

 
 
 
 
 
They have all been logged 
 
 
 
 
 
 
 
All completed through the LA but 
does not necessarily show who 
carried it out 

 

6.3.5 Does the school renew DBS checks 
when there has been a break in 
service of three months or longer, or 
when there are concerns about an 
individual? 
 

 Does the SCR show the 
disclosure number, date of the 
checks were renewed and who 
carried it out?   

.  
 
 
 
 
 
 
 
 
 
 

. 
Yes 
 

Green  

6.3.6 Where there is a disclosure on a 
DBS/CRB check, where does the 
school/setting keep a copy of the 
formal written risk assessment?   
(See the DBS Code of Practice for 
retention of records.   

https://www.gov.uk/ 

 Is the SCR, disclosure 
information, risk assessment, 
personal information, etc kept 
securely (encrypted or hard 
copies in a locked cabinet with 
restricted access)? 

 

Yes with SLT member 
responsible for HR & Finance 

Green  

https://www.gov.uk/government/publications/dbs-code-of-practice
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

6)  The educational establishment operates safe recruitment procedures and makes sure that all appropriate checks are carried out on staff and 
volunteers who work with children. 

government/publications/ 
dbs-code-of-practice) 

6.3.7 Is the SCR regularly monitored to 
ensure that any outstanding checks 
are completed promptly? 

 Evidence of regular monitoring 
of the SCR by the nominated 
child protection governor and 
the safeguarding lead. 

Yes – by Safeguarding Lead Green  

6.3.8 Has the school received written 
confirmation from supply agencies, or 
other external agencies, that the 
appropriate checks have been carried 
out and are satisfactory? 

 Supply staff must have an 
enhanced DBS dated within 
the last year.  

 For other supply agencies, 
Safeguarding Children and 
Safer Recruitment in 
Education recommends that all 
supply teachers are checked 
every three years.   

 Schools and colleges 
contracting directly with 
external organisations should 
ensure that contracts specify 
DBS requirements where 
appropriate. Where contracted 
staff are in the premises on a 
regular basis, e.g. catering 
staff, details of their 
safeguarding checks should be 
recorded on the SCR.  
 

 
Yes and copies are always kept 

Green  

6.3.9 Does the SCR record evidence of 
eligibility to work in the UK for all staff 
who started after 27 January 1997? 

 Does the SCR record the 
evidence seen, the date of the 
check and the name of the 
person who made the check? 

 Employers need to ensure that 
nationals from countries outside 
the European Economic Area 
have appropriate permission to 
work in the UK. 

 

Green  

6.3.10 Are further overseas criminal records 
checks made, where appropriate?  

 See paragraphs 4.65 - 4.71 of 
Safeguarding Children and Safer 
Recruitment in Education for 
advice on staff who have lived or 

 Does the SCR record the 
checks, the date and who 
carried these out? 

 
 

Yes but who does it varies 
on which country 

Green  

https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/government/publications/dbs-code-of-practice
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

6)  The educational establishment operates safe recruitment procedures and makes sure that all appropriate checks are carried out on staff and 
volunteers who work with children. 

worked outside the United 

Kingdom. This document is 
available at 

http://www.education.gov.uk/ 
aboutdfe/statutory/g00213145/ 

safeguarding-children-safer 
recruitment 

6.3.11 Does the SCR identify whether 
qualifications are legally required for 
the post? 
 

 The SCR needs to record the 
checks made of qualifications, 
the date and who carried out 
the check. 

Yes Green  

6.3.12 Does the SCR record that two written 
references were seen and the date 
that they were seen? 

 No they are kept on the persons 
personnel file 

Amber  

http://www.education.gov.uk/aboutdfe/statutory/g00213145/safeguarding-children-safer-recruitment
http://www.education.gov.uk/aboutdfe/statutory/g00213145/safeguarding-children-safer-recruitment
http://www.education.gov.uk/aboutdfe/statutory/g00213145/safeguarding-children-safer-recruitment
http://www.education.gov.uk/aboutdfe/statutory/g00213145/safeguarding-children-safer-recruitment
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

7)  The educational establishment has procedures for dealing with allegations of abuse against members of staff and volunteers that comply 
with guidance from the local authority and locally agreed interagency procedures. 
7.1 The educational establishment has 

procedures for dealing with allegations 
against staff which are in accordance 
with locally agreed Brighton & Hove 
procedures and the Department for 
Education guidance. 
 

(Statutory guidance from the 
Department for Education, Dealing 
with allegations of abuse against 
teachers and other staff, is available 
at  
https://www.education. 
gov.uk/aboutdfe/statutory/ 

g0076914/dealing-with-allegations-of-
abuse) 

 Brighton & Hove policies and 
procedures are signed up to by 
the governing body. 

 The Local Authority 
Designated Officer‘s (LADO’s) 
details are accessible to the 
safeguarding lead and all staff 
members. 

 A clear reporting system is 
available for children, parents, 
staff members or other persons 
who have concerns about the 
safety of children. 

 
The LADO has the CP Leads 
details 
 
The School has procedures 
ratified by Govs for dealing with 
allegations about staff 
 
The School has a clear reporting 
system to be able to raise 
concerns re safety of students 

Green  

7.2 All allegations are reported and 
responded to immediately. 

 Evidence that children and 
young people are listened to 
and their concerns are taken 
seriously; children and young 
people need to be seen alone 
(evidenced in records). 

 Evidence that Children’s Social 
Care and the Police are 
informed of serious allegations 
that require immediate 
intervention by these agencies. 

 Evidence that the LADO is 
informed immediately of all 
allegations. 

 Notes of referrals and 
discussion with LADO and 
other agencies. 

 Evidence of participation of the 
safeguarding lead or other 
senior members of the 
establishment in strategy 
discussions or other multi-
agency meetings. 

 
Records are kept by SLT member 
in charge of HR of any allegations 
made against staff and LADO 
involvement is included 
 
Records of meetings with young 
people about any allegations are 
recorded 
 
CP Lead attends strategy 
meetings as required 

Green  

https://www.education.gov.uk/aboutdfe/statutory/g0076914/dealing-with-allegations-of-abuse
https://www.education.gov.uk/aboutdfe/statutory/g0076914/dealing-with-allegations-of-abuse
https://www.education.gov.uk/aboutdfe/statutory/g0076914/dealing-with-allegations-of-abuse
https://www.education.gov.uk/aboutdfe/statutory/g0076914/dealing-with-allegations-of-abuse
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Safeguarding standard Evidence you may have Notes 
RAG 
rating 

Action (enter details of action to be 

taken to meet the standard and transfer 
to the Action Plan (Part 3)) 

7)  The educational establishment has procedures for dealing with allegations of abuse against members of staff and volunteers that comply 
with guidance from the local authority and locally agreed interagency procedures. 

 Evidence of appropriate record 
keeping 
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Safeguarding Children in Education: 
 Safeguarding Audit Toolkit for Schools and Colleges in Brighton & Hove 2014-15 

Part 3: Action Plan 
 

 
Name of the school/college 
 

 Date of audit JULY 2014 

Standard  RAG 
rating 

Action needed Timescale Name and position of 
person responsible 

 
1.7 
 

Rigorous system of review 
of CP by Govs 
Student voice input into 
safeguarding 

Amber Regular monitoring of CP Team and impact by CP 
Governor 
 
Actioned through PSHEE curriculum 

2014-15 
 

CP Governor Lead 
 
 
PHSEE Lead 

 
6.2 
 

Audit of recruitment panels Amber Check how many new Govs/SLT have had 
recruitment training. Organise training as required 

2014-15 Govs and HR 

 
5.6  
 

CP Governor to receive 
basic CP training  

Amber CP Governor to look at dates for CP training and 
complete as required 

2014-15 CP Governor 

 
5.4  
 

Written confirmation from 
external agencies that CP 
training has been provided 

Amber Head of HR needs to check training programme 
with agencies 

Autumn 
Term 2014 

HR Lead 

2.5 
 
 

Policy Statement for use of 
student images 

Amber Use of student images statement needs to be 
produced 

Autumn 
Term 2014 

CP Lead 

 
2.4 
 

E – safety audit needed Amber Audit drawn up and completed through PSHEE 2014-15 PSHEE Lead 

 
 


