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Local Procedures 
 
 
Safeguarding and promoting the wellbeing of all students is of prime concern to 
the school. This policy aims to ensure that adequate arrangements are in place 
to identify, assess, refer and support those children who are, or are at risk of, 
suffering harm, through working together with other agencies and establishing an 
environment where children feel safe and are able to grow and achieve. 
 
The school follows the Midsomer Norton Schools Partnership Trust wide Child 
Protection policy. All staff, governors, contractors and volunteers are aware of 
this policy as well as the Trust’s Safeguarding policy. 
 
Leaders and staff prioritise safeguarding across all aspects of the school. 
 

 All staff at Welton Primary School have received up to date safeguarding 
training. 

 The DSL shares important updates as required throughout the year. 
 Children are clear about who they can talk to if they are worried. 
 At Welton we use the ‘My Concern’ online reporting system for all staff to 

log concerns. ‘My Concern’ enables us to report any safeguarding concern 
quickly and efficiently while also providing access to relevant guidance 
and local policies. A ‘Child Welfare Concern Sheet’ is also available if 
communication is not available online. 

 Once logged, an electronic link is sent to the DSL. 
 The DSL then acts on the information in a timely manner. All concerns are 

carefully investigated and allocated a ‘category’. Comments are added 
and the cases remain open unless the DSL is satisfied that the 
investigation is complete and no further action is warranted. The case is 
then ‘filed’.  

 The ‘My Concern’ portal allows easy auditing and tracking of safeguarding 
concerns. 

 Paper files from previous years (before electronic system) are locked 
away JS’s office.  

 If required, a referral may be made to social care through the completion 
of a C2 form. This will be completed by the DSL with additional 
information provided by relevant adults relating to the case. 

 Core group and CP conferences are attended by JS or CS. 
 Annual safeguarding audits are completed by JS and are done so in line 

with Ofsted requirements. 
 Safeguarding concerns are anonymously shared with governors at each 

LGB meeting. 
 JS liaises with Sharon Crane and the LSCB with any policy updates. 
 JS or CS attend MAT DSL meetings. 
 JS or CS attend BANES LCSB meetings. 



 

 Children are taught how to stay safe, how to protect themselves from 
harm and how to take responsibility for themselves and others. Support 
for children is provided through a number of external agencies and 
support groups as required, including Mentoring Plus, NSPCC and Social 
Care. 

 Our PSHE curriculum is devised around keeping children safe, while also 
address any concerns raised through whole school surveys completed 
every two years. 

 Attendance is carefully monitored and support provided by the CME 
service. Termly meetings are held with the DSL and actions noted in 
response to attendance, and therefore safeguarding, concerns. 

 A brief safeguarding guide for visitors is available from the school office 
and is provided for all agency and supply staff to the school (see below). 
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The Designated Safeguarding Lead is the  

Head Teacher, John Snell  

(In his absence the Deputy Head Teacher Caroline Smart) 

 

 



 

As a school we are committed to safeguarding and 

meeting the needs of all our children. We hope this 

leaflet will provide some useful advice and information 

when working with children at Welton Primary School. 

What are my responsibilities? 

All those who come into contact with children through 

their work, whether paid or voluntary, have a duty to 

safeguard and promote the welfare of children. 

Disclosure and Barring Service (DBS) Checks. 

All those who have contact with children have to 

undergo a number of checks including an enhanced DBS 

check. This is to help ensure that unsuitable people are 

prevented from working with children. Please inform 

the Head Teacher if you become subject to any criminal 

caution or conviction. This helps to protect you as well 

as the children in your care. 

What should I do if I am worried about a child? 

If you become worried or concerned about: 

 Comments made by a child 

 Marks or bruising on a child 

 Changes in a child’s behaviour or demeanour 

Please report these concerns to the Designated 

Safeguarding Lead who at Welton is the Head teacher, 

John Snell or, in his absence, the Deputy Head Teacher 

Caroline Smart. 



 

What should I do if a child discloses that he/she is being 

harmed? 

Although the likelihood of this happening is small, it is 

important to know what to do in such an eventuality: 

 The child must have come freely to disclose and not 
be sought. 

 Listen to what is being said without displaying shock 
or disbelief; accept what is being said. 

 Allow the child to talk freely. 

 Reassure the child but do not make promises that 
might not be possible to keep. 

 Do not promise confidentiality but explain to the 
child that you have to tell the head teacher in order 
that they can help him/her. 

 Do not interrogate the child or ask leading 
questions. 

 Reassure the child that it is not their fault. 

 Stress that it was the right thing to tell. 

 Listen rather than ask direct questions. 

 Do not criticise the alleged perpetrator. 

Immediately record the details of the disclosure 

including wherever possible, the exact words or phrases 

used by the child. We now use the electronic logging 

system ‘MyConcern’ to log all welfare concerns. Please 

speak to John or Caroline if you are unable to access this 

site. A ‘Child Welfare Concern form’ is also available 



 

from the school office should you be unable to use 

‘MyConcern’. 

This information should be completed and returned to 

the Designated Safeguarding Lead as soon as possible to 

enable the matter to be dealt with in the most 

appropriate way. If using the paper form, please ensure 

you have signed and dated it. 

What should I do if the alleged disclosure concerns a 

member of the school staff? 

You should report such allegations to the Head Teacher 

or Deputy Head Teacher or if necessary, the Chair of 

Governors, Simon Scarborough. A whistleblowing policy, 

available from the Midsomer Norton Schools Partnership 

website, provides clear information about what to do in 

this situation. 

How do I ensure that my behaviour is always 

appropriate? 

Appropriate relationships with children should be based 

on mutual trust and respect. As a member of the Welton 

team you will be working closely with children, 

sometimes on a one to one basis. 

Young children are often spontaneously affectionate and 

tactile and it is important not to alienate them through 

lack of response or by appearing to reject this. You 

should however be careful about making physical 

contact with pupils.  



 

Do not photograph pupils (unless requested by the class 

teacher). 

Do not exchange emails, phone numbers or text 

messages, or communicate via social networking sites 

with children. 

Do not give out your own personal details. 

The use of mobile phones should not be used in school 

unless under the direct guidance of the class teacher. 

 

Please help us to safeguard the children in our care by 

following the guidelines contained in this leaflet. 

 

No child should suffer harm or neglect. 

Everyone who works in our school has a responsibility to  

make sure that children are safe. 

This leaflet has been given to you to make sure you  

understand what is expected of you. 

Please ask if you are unclear about anything in this leaflet. 

Keep this leaflet in a safe place so that you can read it again. 

If you are worried about the safety of any child in our school you must 

report this to the Designated Safeguarding Lead. 

 


