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Safeguarding Policy for Teachers
including ‘PREVENT’
Extract of Full Safeguarding Policy
Full version of this policy is available to read in the Company Manual [Staff Room]
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Section 4: Safer Working Practices for Staff
4.1 Whistleblowing Policy
Churchill House encourages staff to involve management wherever they have a concern about a child’s
safety. If the staff member feels that they cannot discuss these concerns with their line manager or
Centre Manager (Summer Centres) they should contact either the Designated Safeguarding Coordinator (DSC, main school) or the Summer Centres Director.

4.2 Concerns about Students
Staff can play a vital role in helping students in need. Concerns may come to the attention of staff in a
variety of ways, e.g. through observation of behaviour or injuries or disclosure. The concern may not
be related to Churchill House itself -it could be caused by the student’s personal/family situation or
bullying – but staff should still report the concern anyway.
Concerns could be raised by:










Changes in student behaviour, or behaviour in certain circumstances
Absenteeism (NB: it’s important to record attendance/illness thoroughly)
Withdrawal
Shying away from others
Physical signs of harm
Students being flirtatious with adults, rather than other students, or seeking physical contact
Seeing the student in suspicious situations, particularly those involving adults
The student acting suspiciously with regard to notes or text messages. Often this means being
noticeably secretive about their mobile phone/tablet
Information heard/overheard, either from the student, their friends or their Group Leader

Any member of staff who has a concern about a student, however insignificant this might appear to be,
should discuss it with their line manager, Centre Manager, (Summer Centres) or the Designated
Safeguarding Co-ordinator (DSC, Main School) as soon as possible. Remember that there might be
several small clues that, together, point to abuse, which your information could be the key to. More
serious concerns must be reported immediately to ensure that any appropriate action can be carried
out as early as possible.

4.3 Responding to Student Disclosures
If a student makes a disclosure of abuse to a member of staff, they should:










Listen to what is said; allow the student to make the disclosure at their own pace and in their
own way
Avoid interrupting except to clarify what is being said
Keep your response short, simple and gentle - Avoid making comments or judgement about
what they are telling you
Only ask questions if you need to clarify something; don’t ask leading questions or probe for
information that is not volunteered
Reassure the student that they have been heard and explain what will happen next
Do not promise to keep any secrets
Inform the DSC immediately or for residential centres the Summer Centres Director
Record the conversation in writing on a Child Safeguarding Report form as soon as possible.
Do not ask the child to make any written declarations
Remember to note what is said and how it is said

NOTE: It is not the role of a staff member to investigate any concerns – they should report them to
the appropriate person as quickly as possible.

TED – Asking Open Questions
When the child/young adult is telling you their story, give ‘open
instructions’ (i.e. instructions that do not lead or direct) such as:
Tell me……
Explain to me……
Describe to me……
This is called T.E.D.

Section 5: Managing Allegations
5.1 Recording
Incidents or behavioural changes that give cause for concern should be recorded on a Child
Safeguarding Report form, copies of which are available from the DSC (Main School) or the Centre
Manager (Residential Centres). It is important that records are factual and reflect the words used by
the student. Opinion should not be given unless there is some evidence base which can be quoted.
Records must be signed and dated with timings if appropriate. It is important to remember that any
issues are confidential and other staff should only be informed on a ‘need to know’ basis.
Information to be recorded by the Centre Manager or DSC






Name and date of birth
The incident(s) with date(s) and time(s)
A verbatim record of what student has said
If recording bruising/injuries indicate position, colour, size and shape on body map (attached)
Action taken

5.2 Storage of Records
All records should be passed to the DSC immediately (for Residential Centres this should be done via
the Summer Centres Director at Head Office) – no local copies are to be made. The DSC will ensure that
records relating to concerns for the welfare of students are kept securely. Information will be shared
on a strictly ‘need to know’ basis.

5.3 Referrals to Social Services
It is the responsibility of the DSC to refer allegations or suspicions of abuse to the Designated
Safeguarding Lead (DSL) within 24 hours (in writing or with written confirmation of telephoned
referral). If a student is referred, the DSC must ensure that senior management and other relevant staff
are informed.

5.4 Concerns Involving Members of Staff or Group Leaders
Any concerns that involve allegations against a member of staff should be referred immediately to the
DSC (Main School) or Summer Centres Director (Residential Centres). They will inform senior
management and the DSL to discuss and agree the action to be taken concerning the parties involved.

5.5 Staff Code of Conduct
All staff should take care not to place themselves in a vulnerable position in relation to child
safeguarding. Interviews or work with individual students should be conducted in view of other adults.
Excessive touching of students must be avoided. Physical intervention should only be used when a
student is endangering themselves and/or others and must be recorded on an Incident Report form
and, if possible countersigned by a witness.

5.6 Good Practice
The following are common sense examples of how to create a positive culture and climate. Good
practice means:








Treat all children equally, and with respect and dignity
Conducting yourself in a manner that sets a good example to the participants
Giving enthusiastic and constructive feedback rather than negative criticism
Never using physical punishment
Do not offer medicines or medical advice to juniors, if they are ill contact a first aider or ask a
monitor to take them to the Designated Child Safeguarding Co-ordinator (Accommodation
Manager)
Observing the rules concerning social networking and electronic contact

5.7 Unacceptable Behaviour
















Endangering students through any action or inaction
Engaging in rough, physical or sexually provocative games, including horseplay
Engaging in any form of inappropriate touching
Sexually suggestive comments to a child, even in fun
Swearing or making offensive remarks within earshot of students
In residential situations, entering children’s bedrooms (unless it is essential e.g. because a child
is ill)
Using force as a form of discipline
Taking a child to the bathroom/toilet without another responsible adult supervising
Showing any favouritism to particular students or arranging work to spend time with a
particular student/group of students
Accepting children’s inappropriate language/behaviour - This should always be challenged
Reducing a child to tears as a form of control
Do things of a personal nature for children or disabled adults that they can do for themselves
(e.g. apply sunscreen)
Invite or allow children to stay with you at your home
Keeping photos of students or their contact details
Making or responding to personal contact with students by telephone, SMS, messaging
services, email or social media, either during or after a course (Young Adults on adult courses
in the Main School may, for professional reasons, e.g. homework, communicate with teachers
but only through their professional (and monitored ) school e-mail addresses)

Residential Centres have further specific examples laid out in their Staff Handbooks e.g.



Inviting children into their rooms
Sharing a bedroom or bathroom with a child

Section 6: Staff Relationships with Students
Physical or emotional relationships between adults and students under 18 are completely
unacceptable, and anyone that suspects that an adult is having or attempting to initiate such a
relationship should disclose this concern to the DSC immediately or in the case of a residential centre
the Centre Manager.
All staff must be aware of the possibility that a colleague may be innocently compromised by a student
attempting to initiate a relationship, which should also be reported to the DSC immediately (or for

residential centres, the Centre Manager/Summer Centre Director) so that steps can be taken to protect
them.
Staff Behaviour that may cause concern with regard to junior students and therefore should be
reported:









Creating an environment from which the adult can gain access to students e.g. changing shifts
to coincide with a particular group of students, ingratiating themselves with their group leader
Becoming particularly friendly with a particular group of students, as opposed to students in
general
Turning up to activities/lessons/meals in the company of the same student(s)
Making or attempting physical contact
Attempting to gain access to student records/photos
Becoming aggressive/defensive when their relationship with students is discussed
Unusual behaviour with mobile communication devices e.g. being particularly secretive, using
their mobile phone frequently during activities.
In Residential Centres being in an inappropriate residence building/corridor, particularly if not
on pastor care duty

Student behaviour which should be reported:







Appearing nervous/agitated in the presence of a particular adult, or shying away from them
Making or attempting physical contact
Attempting regular contact with a particular member of staff
Students being flirtatious with adults, rather than other students, or seeking physical contact
Seeing the student in suspicious situations, particularly those involving adults
The student acting suspiciously with regard to notes or text messages. Often this means being
noticeable secretive about their mobile phone/tablet

Note: Any unexplained signs of physical harm should be disclosed immediately

Section 7: Physical contact with Children
Churchill House policy is to avoid any physical contact with children wherever possible, but we accept
that the nature of our work will occasionally make physical touch unavoidable.
The circumstances where physical contact is appropriate can be summarised under the headings:
‘Positive Touch’, ‘Negative Intervention’ and First Aid. All staff must understand these concepts and
their use in a school environment. However, staff should also remember that these concepts are subject
to interpretation and should take these precautions to avoid misunderstandings:
1.
2.
3.

Never touch a child in private; try to ensure that another member of staff or a GL is present
If you find yourself needing to touch a student in a small room (e.g. if you enter a bedroom to
respond to a crying child), always leave the door propped open (not just unlocked)
The touch must be appropriate for the context and only as much as is absolutely necessary for
the current need

7.1 Positive Touch
This can be to demonstrate skills (e.g. in sports coaching) or to reassure or convey approval/sympathy.
Always ask permission from the student first. Touching or controlling the arm just above the elbow is
an appropriate initial focus for positive touch and personal safety. However, as the need for this type
of touch is subjective it should be avoided wherever possible.

7.2 Negative Intervention
This is the use of reasonable force for self-defence, to restrain a child from hurting themselves or others,
or to maintain discipline. It should always be used as a last resort – always try to talk to the student
first. In the event of a breakout of aggression between students, call another member of staff to be
present and if necessary assist with any intervention to limit risk of harm to both student and staff
member.

Again, Negative Intervention will be judged subjectively - according to the situation, the force used and
the role of the staff member. Avoid using it if possible.

7.3 First Aid
Giving first aid should be left to a qualified first aider wherever possible, but where emergency
treatment is needed physical contact is always acceptable. If the treatment is more minor (e.g. dressing
a cut/graze) physical contact is acceptable provided that it is done openly (preferably with another
adult present) and that the contact is appropriate for the treatment needed. Ideally, however, the
student should be asked if they are able to do the treatment themselves, if they are old enough e.g.
they might be able to clean/dress a graze themselves.

Section 8: Taking Photographs of Students
Staff are not allowed to take photographs with their own equipment, distribute photographs/video
taken, or keep/use photographs of students for personal use (it is strongly advised that this policy is
followed with adult students as well). However, there are several circumstances where staff may have
a legitimate business need for taking photographs of students, e.g. Marketing, Activities (such
photographs should be taken using company equipment wherever possible and are the intellectual
property of the company.) /Project Work/class leaving photos.
In which cases this policy must be followed.






A staff member may take photos on behalf of a student, with the students permission and
using the student’s camera/phone, e.g. if they want a picture of themselves with their friends
while on excursion.
Photos should be taken in public with other adults or students present
Students/staff must be dressed appropriately e.g. never in swimming costume/night wear
Photos should not portray the students upset/distressed in any way, nor should they cause
upset, distress or embarrassment

Staff Being Photographed with Students
1.
2.

Remember such photos may be viewed out of context e.g. on a student’s Facebook page
For your own and your students’ protection, use common sense in the site (public or an obvious
classroom) and pose of any such photo

Residential Centres have further specific guidelines laid out in their Staff Handbook

Section 9: Electronic Contact between Staff and Students
Churchill House is a member of Young Learners English UK and therefore has agreed to be bound by
the YLEUK Social Contact with Juniors (under 18) Policy (see separate document) on electronic contact
between staff and students.
Teaching staff at the Main School are allotted professional e-mail accounts. These accounts can be
monitored by the school management as necessary. It is strongly advised that all e-mail contact with
adult students should be handled through these accounts, e-mail contact with 16 &17 year olds in adult
classes must be handled through these accounts, e-mail contact with under 15s is forbidden. Any such
contact would result in disciplinary investigation and action including dismissal.
The Summer Centres have further detailed procedures concerning electronic and social media contact
laid out in their staff Handbook.

Section 10: Recruitment
All divisions of Churchill House will take steps to ensure that its staff recruitment process follows the
guidelines for safer recruitment as laid down by the British Council and YLEUK with regard to
advertising, interviewing, suitability checks and safeguarding training. Please see the separate detailed
Recruitment Policy statements for Teaching and Non-Teaching staff (Main School) and Recruitment
Policy for Summer Centres.

Section 11: ‘PREVENT’
The School adheres to a ‘Preventing Radicalisation and Extremism Policy’ (see Company Manual).
Please make the DOS or the Social Club Manager (lead person) aware of any concerns.
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Anne Cave, Director of Studies
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