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Safeguarding Children and Child Protection Policy 
 

Name of School St Ignatius College 

This policy was written and adopted 18th March 2017 
on 

The policy was reviewed on 14h June 2018, 4th Oct 2018, 2nd Sept 
2019, Nov 2020 

The policy to be reviewed on Nov 2021 

 
1. Introduction 

 

1.1 Our safeguarding policy cannot be separated from the general ethos of the school, which is to 
ensure that students are treated with respect and dignity, taught to treat each other with respect, 
feel safe, have a voice, and are listened to. 

 
1.2 The governors and staff of St Ignatius College fully recognise the contribution it makes to 

safeguarding children, which includes all students under the age of 18. We recognise that all 
members of staff, including volunteers, have a full and active part to play in protecting our 
students from harm. 

 
1.3 All staff and Governors believe that our school should provide a caring, positive safe and 

stimulating environment which promotes the social, physical and moral development of the 
individual child. 

 
2. The aims of this policy are: 

 
2.1 To support the child’s development in ways that will foster security, confidence and 

independence. 
 

2.2 To ensure all members of the College staff are aware of their statutory responsibilities with 
respect to safeguarding children and of their responsibilities in identifying and reporting possible 
cases of abuse. 

 

2.3 To provide a systematic means of monitoring children known or thought to be at risk of harm and 
that appropriate action is taken in a timely manner to safeguard and promote children’s welfare. 

 
2.4 To emphasise the need for good levels of communication between all members of staff who 

are properly trained and regularly reminded of how to recognise and report safeguarding issues 
using a structured procedure which is followed by all members of the school community where 
abuse is suspected. 

2.5 To continue to promote effective working relationships with other agencies, especially the 
Police and Children’s Social Services and those who provide early help support to families in 
need. 
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2.6 To ensure that all adults within our school community who have contact with children have 
been checked as to their suitability as part of the recruitment and selection process, including 
visitors. 

 

3. Procedures 
 

Our school procedures for safeguarding children will comply with the Enfield Safeguarding 
Children Board (ESCB) procedures. The ESCB has adopted and follow the London Child 
Protection Procedures which are updated regularly. 

 
3.1 We will ensure that: 

We have designated members of staff who undertake regular training every two years. Mr K. 
Mullen is the Designated Safeguarding Lead (DSL) and Mrs C. Di Pierro is the Deputy 
Designated Safeguarding Lead. 

 
The following members of staff are also members of the Child Protection Designate Team: 
Mr J. Dawson 
Mrs C. Keene 
Mrs T. Neary 
Mr C. Roche 
Mr R Smith 
Mr C Poulter 

 
All members of staff develop their understanding of the signs and indicators of abuse and 
refresh their training every three years. 
The designated governor for safeguarding is Deborah Thompson 

 
3.2 All members of staff know how to respond to a student who discloses abuse. 

 
3.3 All parents/carers are made aware of the responsibilities of staff members with regard to child 

protection procedures. 
 

3.4 All staff will have read Part 1 of the Government Guidance Keeping children safe in education 
(September 2020) and signed to say they have understood this document. This guidance 
contains reference to specific safeguarding issues and provides links to further information as 
well as providing further information on Child Sexual Exploitation, County Lines, Female Genital 
Mutilation, Peer on Peer Abuse, upskirting, Contextual Safeguarding and preventing 
radicalisation. 

 
3.5 All staff will have read the school safeguarding and child protection policy and signed that they 

have understood it. It is the responsibility of senior managers, the Headteacher and Governors 
to ensure all staff can access and understand the document Keeping children safe in 
Education (September 2020). 

 
 

3.6 Our procedures will be regularly reviewed and up-dated in line with new published 
safeguarding guidance. 

 
 

3.7 All new members of staff will be given a copy of our child protection procedures and of the 
Government Guidance; Keeping children safe in education (September 2020) part 1 as part of 
their induction into the school. 
 

http://www.londoncp.co.uk/
http://www.londoncp.co.uk/
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4. Responsibilities 
 

The Designated Safeguarding Lead is responsible for: 
4.1 Adhering to the ECSB and school procedures with regard to referring a child if there are 

concerns about possible abuse or other safeguarding concerns. 
 

4.2 Keeping written records of concerns about a child even if there is no need to make an 
immediate referral. 

 
 

4.3 Ensuring that all such records are kept confidentially and securely and are separate from 
student records. 

 

4.4 Ensuring that an indication of further record-keeping is marked on the student records. 
 
 

4.5 Ensuring that any student currently the subject of a child protection plan who is absent without 
explanation for two days is referred to Children’s Social Care. 

 
 

4.6 All members of staff (paid and unpaid) have the statutory responsibility to safeguard and 
promote the welfare of children 

4.7 Promote best practice of having more than one contact number for a student. 
 
 

5. Recognising abuse and taking action 
 

5.1 The different types of abuse and other safeguarding concerns are featured on pages 7,8,14 and 
15 of Keeping Children Safe in Education 2020 and can be found using this link: 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 

5.2 Staff, volunteers and governors must follow the procedures set out below in the event of a 
safeguarding issue. 

 
5.3 If a child is in immediate danger 

 
Make a referral to children’s social care and/or the police immediately if a child is in 
immediate danger or at risk of harm. Anyone can make a referral. 

Tell Designated Safeguarding Lead (DSL) as soon as possible if you make a referral 
directly. 

Contact details for making a referral to the different boroughs students may come from are 
featured at the end of this policy. 

If you need to speak to the DSL out of school hours to discuss any urgent concern 
about a child, staff should email him requesting a call back. 

You can also contact the charity NSPCC on 0808 800 5000 if you need advice on the 
appropriate action. 
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5.4 If a child makes a disclosure to you 
 

If a child discloses a safeguarding issue to you, you should: 
 

• Listen to and believe them. Allow them time to talk freely and do not ask leading questions 
 

• Stay calm and do not show that you are shocked or upset 
• Tell the child they have done the right thing in telling you. Do not tell them they 

should have told you sooner 

• Explain what will happen next and that you will have to pass this information on. Do 
not promise to keep it a secret but reassure the child that only certain people who 
need to know will be informed. 

• Act on your concern immediately and speak to Mr Mullen (DSL) or another member of 
the Child Protection Team in her absence. 

• Write up your conversation as soon as possible in the child’s own words. Stick to the 
facts, and do not put your own judgement on it 

• Sign and date the write-up and pass it on to Mr Mullen (DSL) or another member of 
the Child Protection Team if she is unavailable. 

5.5 If you discover that FGM has taken place or a pupil is at risk of FGM 
• The Department for Education’s Keeping Children Safe in Education explains that 

FGM comprises “all procedures involving partial or total removal of the external 
female genitalia, or other injury to the female genital organs”. 

• FGM is illegal in the UK and a form of child abuse with long-lasting, harmful 
consequences. It is also known as ‘female genital cutting’, ‘circumcision’ or ‘initiation’. 

• Any teacher who discovers (either through disclosure by the victim or visual evidence) 
that an act of FGM appears to have been carried out on a pupil under 18 must 
immediately report this to the police, personally. This is a statutory duty, and teachers 
will face disciplinary sanctions for failing to meet it. 

• Unless they have been specifically told not to disclose, they should also discuss the 
case with the DSL and involve children’s social care as appropriate. 

• Any other member of staff who discovers that an act of FGM appears to have been 
carried out on a pupil under 18 must speak to the DSL and follow our local 
safeguarding procedures. 

• The duty for teachers mentioned above does not apply in cases where a pupil is at 
risk of FGM or FGM is suspected but is not known to have been carried out. Staff 
should not examine pupils. 

• Any member of staff who suspects a pupil is at risk of FGM or suspects that FGM 
has been carried out must speak to the DSL and follow our local safeguarding 
procedures: https://new.enfield.gov.uk/safeguardingenfield/wp-
content/uploads/2020/08/Female-Genital-Mutilation-FGM-of-Children-Young-
People.pdf 

 
5.6 If you have a mental health concern   

• Mental health problems can, in some cases, be an indicator that a child has suffered 
or is at risk of suffering abuse, neglect or exploitation.  
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• Staff will be alert to behavioural signs that suggest a child may be experiencing a 
mental health problem or be at risk of developing one.   

• If you have a mental health concern about a child that is also a safeguarding concern, 
take immediate action by following the steps in section 7.4.  

• If you have a mental health concern that is not also a safeguarding concern, speak to 
the DSL to agree a course of action.  

 
5.7 If you have concerns about a child (as opposed to a child being in immediate danger) 

Speak to Mr Mullen (DSL) first or another member of the Child Protection Team to agree a 
course of action. 

 

6 Supporting Children 
 

6.1 We recognise that a child who is abused or witnesses violence may find it difficult to develop 
and maintain a sense of self-worth. 

 
6.2 We recognise that a child in these circumstances may feel helpless and humiliated. We 

recognise that a child may feel self-blame. 
 

6.3 We recognise that the school may provide the only stability in the lives of children who have 
been abused or who are at risk of harm. 

 
6.4 We accept that research shows that the behaviour of a child in these circumstances may 

range from that which is perceived to be normal to aggressive or withdrawn. 
 

6.5 Our school will support all students by: 
 

6.6 Encouraging self-esteem and self-assertiveness whilst not condoning aggression or bullying. 
 

6.7 Promoting a caring, safe and positive environment within the school. 
 

6.8 Liaising and working together with all other support services and those agencies involved in 
the safeguarding of children. 

 
6.9 Notifying the Single Point of Entry (SPOE) in Enfield or alternative Children’s Services for 

students who live in other Boroughs as soon as there is a significant concern. 
 
 

6.10 Providing continuing support to a student about whom there have been concerns who leaves 
the school by ensuring that appropriate information is forwarded under confidential cover to 
the student’s new school. 
 
 
 
 

7   Equality statement 
 

            Some children have an increased risk of abuse, and additional barriers can exist for 
            some children with respect to recognising or disclosing it. We are committed to anti-   
            discriminatory practice and recognise children’s diverse circumstances. We ensure 
            that all children have the same protection, regardless of any barriers they may face. 
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7.1 We give special consideration to children who: 
 

 Are LAC or previously LAC 

 Have special educational needs or disabilities 

 Are young carers 

 May experience discrimination due to their race, ethnicity, religion, gender 
identification or sexuality 

 Have English as an additional language 
 

 Are known to be living in difficult situations – for example, temporary accommodation or where 
there are issues such as substance abuse or domestic violence 

 Are at risk of FGM, sexual exploitation, forced marriage, or radicalisation 

 Are asylum seekers 
 

8 Confidentiality 
 

8.1 We recognise that all matters relating to Child Protection are confidential and are only 
shared with relevant staff on a ‘need to know’ basis. 

 
8.2 All staff must be aware that they have a professional responsibility to share information with 

other agencies in order to safeguard children. 
 

8.3 All staff must be aware that they cannot promise a child to keep secrets but will reassure the 
child that what they have told them will not become public knowledge but will need to be 
passed on to key people so as to support the child. 

 
9. Supporting Staff 

 
9.1 We recognise that staff working in the school who have become involved with a child who 

has suffered harm, or appears to be likely to suffer harm may find the situation stressful and 
upsetting. 

 
 

9.2 We will support such staff by providing an opportunity to talk through their anxieties with the 
designated staff and to seek further support as appropriate. 

 

10 Allegations against staff and Volunteers 
 

10.1 We understand that a student may make an allegation against a member of staff or volunteer. 
The school follows the Local Safeguarding Children’s Board guidance for managing 
allegations against staff. 

 
10.2 If such an allegation is made, the member of staff or volunteer receiving the allegation will 

immediately inform the Headteacher. 
 

10.3 The Headteacher on all such occasions will discuss the content of the allegation with the 
Local Authority Designated Officer (LADO). 

10.4 If the allegation made to a member of staff concerns the Headteacher, the DSL will  
Immediately inform the Chair of Governors who will consult with the Enfield’s Local Authority 
Designated Officer (LADO). 

 
10.5 The school will follow the All London Child Protection Procedures for managing allegations 

against staff. 
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11. Allegations of abuse made against other students 
 

11.1 We recognise that children are capable of abusing their peers. This includes initiation/hazing 
type violence and rituals, sexting (also known as youth produced sexual imagery), sexual 
violence, sexual harassment and physical abuse including hitting, kicking, shaking, biting, hair 
pulling, or otherwise causing physical harm. Abuse will never be tolerated or downplayed as a 
“part of growing up”, “banter” or “just having a laugh”. 

11.2 Most cases of students hurting other students will be dealt with under our school’s behaviour 
policy but this child protection and safeguarding policy will apply to any allegations that raise 
safeguarding concerns. This might include where the alleged behaviour: 

• Is serious, and potentially a criminal offence 

• Could put students in the school at risk 

• Is violent 

• Involves students being forced to use drugs or alcohol 

• Involves sexual exploitation or sexual abuse, such as indecent exposure, sexual 
assault, or sexually inappropriate pictures or videos (including sexting) 

• Relates to concerns of a student’s involvement in gang activity or County Lines 
 

If a student makes an allegation of abuse against another student: 
 

• You must tell Mr Mullen (DSL) or in his absence Mrs Di Pierro (Deputy DSL) and record 
the allegation, but do not investigate it 

• The DSL will contact the SPOE or equivalent in another borough and follow its advice, as 
well as the police if the allegation involves a potential criminal offence 

• A risk assessment will be undertaken if deemed necessary and support obtained for 
both parties if considered appropriate by consultation with our HEWS worker. 

 
We will minimise the risk of peer-on-peer abuse by: 

 
• Challenging any form of derogatory or sexualised language or behaviour 

• Investigating any allegations of sexualised behaviour 

• Ensuring our curriculum helps to educate students about appropriate behaviour and consent 

• Ensuring students know they can talk to staff confidentially including promotion of using 
the Sharp System to report concerns. 

 
12. Notifying parents 

 
12.1 Where appropriate, we will discuss any concerns about a child with the child’s 

parents. If we believe that notifying the parents would increase the risk to the child, 
we will discuss this with the SPOE or equivalent before doing so. 

 

In the case of allegations of abuse made against other children, we will normally notify the 
parents of all the children involved. 

We will offer support to both victims and perpetrator as deemed appropriate. 
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13. Whistleblowing 
 

13.1 We recognise that children cannot be expected to raise concerns in an environment where 
staff fail to do so. 

 
13.2 All staff should be aware of their duty to raise concerns, where they exist, about the attitude 

or actions of colleagues. 
 

14. Physical Intervention 
 

14.1 Our policy on physical intervention by staff is set out in a separate policy titled ‘Use of 
Reasonable Force and Physical Restraint’ and acknowledges that staff must only ever 
use physical intervention as a last resort, and that at all times it must be the minimal 
force necessary to prevent injury to another person. This policy can be found as an 
appendix of The Ignatian Code of Conduct policy. 

14.2 We understand that physical intervention of a nature which causes injury or distress to a 
child may be considered under child protection or disciplinary procedures. 

 

15. Behavioural Policy 
 

15.1 Our Behavioural policy is set out in a separate policy titled The Ignatian Code of Conduct and 
acknowledges that to allow or condone bullying including online bullying may lead 
consideration under child protection procedures. 

 
16. Racist Incidents 

 
16.1 Our policy on racist incidents is set out in a separate policy and acknowledges that repeated 

racist incidents or a single serious incident may lead to consideration under child protection 
procedures. 

 
17. Prevention and Early Help 

 
17.1 We recognise that the school plays a significant part in the prevention of harm to our students 

and remind staff that it is critical that any concerns are passed on immediately to the DSL. 
 

We strive to provide students with good lines of communication with trusted adults, 
supportive friends and an ethos of protection. 

 
The school community will therefore: 
 

17.2 Ensure and maintain an ethos where children feel secure and are encouraged to talk and 
are always listened to. 

 

17.3 Ensure that all children know there are adults in the school whom they can approach if 
they are worried or in difficulty. 

 
17.4 Include in the curriculum opportunities for PSHE, Form Time and Assembly which 

equip children with the skills they need to stay safe from harm and to know to 
whom they should turn for help. This includes regular input on Online Safety. 
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18. Radicalisation 
 

18.1 The current threat of radicalisation in the United Kingdom may include the exploitation of 
vulnerable people, to involve them in terrorism or in activity in support of terrorism. The 
school is clear that this exploitation and radicalisation should be viewed as a safeguarding 
concern. 

 
18.2 All students and teachers have the right to speak freely and voice their opinions. 

However, free speech is not an unqualified privilege but is subject to laws and 
policies governing equality, human rights, community safety and community 
cohesion. 

 
18.3 We seek to protect children against the messages of all violent extremism. When any 

member of staff has concerns that a student may be at risk of radicalisation or 
involvement in terrorism, they should speak to Mr K Mullen who is the Single Point of 
Contact (SPOC) for any concerns relating to radicalisation or extremism who will 
consider the level of risk and decide which agency to make a referral to. This could 
include Channel, the government’s programme for identifying and supporting 
individuals at risk of being drawn into terrorism, the local authority children’s social 
care team or the local Prevent lead. 

 
19. Specific Safeguarding Issues: Child Sexual and Criminal Exploitation, Modern Slavery 

and Trafficking, Gang involvement, Forced Marriage, Female Genital Mutilation, County 
Lines, Private Fostering, Radicalisation, Serious violent crime, upskirting. 

 
a. The school keeps itself up-to-date with the latest advice and statutory guidance 

provided to assist in addressing specific vulnerabilities and forms of exploitation and 
 
 
 

b. Our staff are supported to recognise warning signs and indicators in relation to specific 
issues, including such issues in an age-appropriate way in their curriculum. 

 
c. The school works with and engages our families and communities to talk about such 

issues. 
 

d. Our staff are supported to talk to families about sensitive concerns in relation to their 
children and to find ways to address them together wherever possible. 

 
e. Our designated Child Protection Team will seek and obtain specific advice and 

guidance as necessary. 
 

f. The school will engage experts and uses specialist material to support the 
safeguarding preventative work we do. 

 
g. Our policy through the school’s values, ethos and behaviour policies provide the basic 

platform to ensure children are given the support to respect themselves and others, 
stand up for themselves and protect each other. 

 
20. Health & Safety 

 
20.1 Our Health & Safety policy, set out in a separate document reflects the consideration we 

give to the protection of our children both within the school environment and when away 
from the school when undertaking school trips and visits. This includes undertaking the 
appropriate safeguarding checks on host families in the UK and gaining assurances that 
host family arrangements overseas are considered appropriate and sufficient to 
safeguard every child involved in the exchange. 

considers the wider environmental factors affecting a child’s life that may pose a 
threat to their safety and/or welfare. 

https://www.gov.uk/government/publications/channel-guidance
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22. Online Safety 
 

22.1 Our Online Safety policy is a separate document which recognises the need to have 
strategies to protect children in the digital world. 

23 Data Protection and GDPR 
 

23.1   As a College we are aware that among other obligations, the Data Protection Act 2018 and the 
GDPR place duties on us to process personal information fairly and lawfully and to keep the 
information we hold safe and secure. However we understand that The Data Protection Act 
2018 and GDPR do not prevent, or limit, the sharing of information for the purposes of keeping 
children safe. 

 
24. One to one working 

 
24.1 Our One to one working policy is featured as an appendix at the back of 

this policy and provides guidance to staff on safer working practices to protect 
themselves from unfounded allegations. 
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‘Keeping Children Safe in Education - Statutory guidance for schools and colleges’. (Sept 2020). 
Pub. DfE United Kingdom  

    https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 
 

London Child Protection Procedures: 
 http://www.londoncp.co.uk/ 

 

Other College policies including the Ignatian Code of Conduct can be found on:  
http://www.st-ignatius.enfield.sch.uk/708/policies 

 

Sexual violence and sexual harassment between children in schools and colleges 
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment- 
between-children-in-schools-and-colleges 

 
Useful Contacts: 

 
Children’s Single Point of Entry (SPOE) (Mon-Fri: 9 am-5 pm): 020 8379 5555 

 
Out of office hours call: 020 8379 1000 (select option 2). You may also make contact by email. 

 
In an emergency, call 999. 

 
CAMHS Enfield 020 8702 5100 

 
SAFE Enfield 020 8379 2090 

 
Hackney First Response Team, Children's Social Care 
020 8356 5500 Office hours 
020 8356 2346 / 2710 Out of Office hours 

 
CAMHS Hackney 020 8809 5577 

 
Haringey Intake and Assessment Team 
020 8489 4592 / 5652 / 5762 / 4582 during office hours 
020 8489 0000 Out of Office hours (including 
weekends) 

 
CAMHS Haringey 020 8702 3400 

 
Islington Intake and Assessment Team 
020 7527 7400 Office hours 
020 7226 0992 Out of hours 

 
CAMHS Islington 020 3316 1824 

 
 
 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
http://www.londoncp.co.uk/
http://www.st-ignatius.enfield.sch.uk/708/policies
http://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-
mailto:spoe@enfield.gov.uk


13 
 

 
Title 

St Ignatius Safeguarding and Child 
Protection 
Policy  

 
Version 

 
11.0 

 
Date 

 
Nov 2020 

 
Author 

 
Kevin Mullen 

 
Approved by Head teacher 

 

Approved by Governing 
Body 

 

 
Next Review Date 

 
Nov 2021 

 
Modification History 

 
Version 

 
Date 

 
Description 

 
Revision Author 

4.0 30.06.2015 Inclusion of 12a. JD 

5.0 01.10.2016 Annual Policy CG 
Review 

6.0 18.03.2017 Removal of JD 
appendix, Use of 
Reasonable Force 
and Physical 
Restraint policy and 
any mention there 
of and included as 
appendix in 
Ignatian 
Code of Conduct. 



14 
 

   
Inclusion of Mrs 
J.Flynn as member 
of designate team. 

 

 
 
 
 

7.0 

 
 
 
 

04.03.2017 

Annual Review of 
policy 
 
Removal of 
Mrs J Flynn from CP 
team 

 
 

 
 
 
 

 

CG 
 
 

8.0 

 
 

14.06.2018 

Annual review of 
Policy following 
advice from Maria 
Anastasi (LADO) 

 
 

CG 
  Annual review of  
  policy. Update with  
  9.0 14.06.18 advice from  Review of policy to 
  include updates from  
 04.10.2018 KCSIE 2018 CG 
 
 
 
10.0 

 
 
2/9/2019 

Annual review of 
policy. Update with 
advice from review 
of policy to include 
updates from KCSIE 
2019. Removal of C 
Goodwin as DSL 
and as a member of 
the CP team. 
Addition of K Mullen 
as DSL 

 
 
 
 
 
 
 
 
 
 

       KMU 
11.0 Nov 2020 Annual review of 

policy. 
KCSIE references 
updated to 2020 
version. 
Section 5.5 (FGM) 
and 5.6 (Mental 
Health concern) 
added. 
Addition of C. 
Poulter to CP 
Designate Team. 

KMU 



15 
 

 

 
 

ST. IGNATIUS COLLEGE 
‘Men and women for others’ 

 

Safer Working Practice and 
 

 
November 2020 

Assistant Headteacher Pastoral Care 
 

Next Review: November 2021 
 
 
 
 

One to One Working Policy 

This Policy forms part of the wider 
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1. Principles 

This document should be read in conjunction with the following College Policies and Statutory 
guidance: 

 
• Code of Conduct for Employees 

• St Ignatius College Safeguarding and Child Protection Policy 

• College Dress Code for Staff (Appendix 2 Code of Conduct for all 
Employees)  

• Part 1 Keeping Children Safe In Education 2020 
 

All staff should be aware that their day-to-day working practices should adhere to the following 
principles: 

 
• the welfare of the child is paramount 
• it is the responsibility of all staff to safeguard and promote the welfare of 

students 
• staff are responsible for their own actions 
• staff should work and BE SEEN TO WORK in an open and 

transparent way 
•  always avoid unnecessary physical contact 

 
All staff need to be aware of their vulnerability to allegations when they are either working alone 
with a student or become engaged in physical contact with a student. They must therefore adhere 
to the guidance outlined in this Policy in respect to safe conduct so as to minimise the risk of 
allegations being made about their working practice. 

 
Annual training and regular updates through staff briefings will remind staff of the key principles to 
remember when working alone with students and the importance of avoiding unnecessary physical 
contact. 

 
2. One-to-one working 

 
Situations of one-to-one working between members of staff and pupils are often appropriate and 
necessary, depending on your role within the College and can encompass detentions, 
interventions, mentoring and meetings with pupils. 

 
If one-to-one contact is to be undertaken it is important to assess any risk the situation presents 
and judge how best to avoid or minimise it. 

 
If the risk is viewed as unacceptable then staff and children should not be put in that position. 
All reasonable and sensible precautions must be taken to ensure the safety and security of both 
pupils and adults when undertaking one-to-one working and should include the following: 
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• Always inform your Line Manager if you are undertaking one-to-one working, ensuring 
you explain your location, what you will be doing and the name of the student you are 
working with. 
 

• Share a room with a colleague who is also undertaking one-to-one work with another 
pupil. 

 
• Always be visible in the working environment by ensuring the door is left open and that 

windows and glass door panels are not covered up. There should always be a clear path 
to an exit for the student and member of staff. 

 
• When possible work with children in open and visible settings and avoid working in 

isolated parts of the building. If necessary use a classroom on the ground floor near the 
staff room. 

 
• If the one-to-one working were to take place outside of normal College hours e.g. 

Intervention on a Saturday or during the holidays, this should be agreed beforehand with 
a member of the Senior Leadership Team. Details given should include details of pupils 
involved, the activity being undertaken, the location and the likely duration. 

 

It is especially important to ensure that the child feels at ease at all times and that they do not 
misconstrue actions or intentions. This is achieved by doing the following: 
 

       make sure the child is comfortable with the arrangement; 
 

      avoid unnecessary physical contact e.g. sitting too close; 

• any incident of distress, anger or other concern which arises during a one-to-one activity 
should be reported to the Safeguarding Lead or a member of the Child Protection Team 
immediately, followed up with a written report about what has occurred and 

 
• if a pupil wants to leave the room, always allow them to do so and never lock the door or 

stand in front of the door to prevent a child exiting. 
 

3. Home tutoring 
 

The home tutoring of pupils is not permitted. It is also completely prohibited for pupils or 6th Form 
students to ever visit the home of a member of staff. 

 
4. Dealing with a pupil who is distressed 

 
If a child is distressed physical contact may be appropriate to console the pupil but should always 
take place sideways on, e.g. placing an arm around the pupil's shoulder for the shortest time 
necessary. You should always be guided by the pupil who may shy away from such contact. It 
would be inadvisable to do this in an isolated area where your actions could be misconstrued by 
others. 
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5. Dress and Appearance 
 

A person's dress and appearance are matters of personal choice and self-expression. However 
adults should dress in ways which are appropriate to their role and this may need to be different 
to how they dress when not at work. Staff should always refer to the College Dress Code for 
Staff for more information. 

 

Adults who work with pupils should ensure they are dressed appropriately for the tasks and the 
work they undertake. 

 
Those who dress in a manner which could be considered as inappropriate could render themselves 
vulnerable to criticism or allegations. 

 
This means that adults should wear clothing which: 

• is appropriate to their role 
• is not likely to be viewed as offensive, revealing, or sexually provocative 
• does not distract, cause embarrassment or give rise to misunderstanding 

 
6. Infatuations 

 
Occasionally, a child or young person may develop an infatuation with an adult who works with 
them. This can cause great distress to the member of staff concerned. However the situation 
should be dealt with sensitively and appropriately to maintain the dignity and safety of all 
concerned. 

 
Staff should remain aware, however, that such infatuations carry a high risk of words or actions 
being misinterpreted and should therefore make every effort to ensure that their own behaviour is 
above reproach and that they always acknowledge and maintain professional boundaries. 

 
An adult who becomes aware that a pupil is developing an infatuation should discuss this at the 
earliest opportunity with the Headteacher or the Safeguarding lead so that appropriate action can 
be taken to avoid any hurt, distress or embarrassment. 

 
7. Communication with Pupils (including the Use of Technology) 

 
Communication between pupils and adults, by whatever method, should take place within clear and 
explicit professional boundaries. 

 
All staff must establish safe and responsible online behaviour by ensuring the following: 

 
• that personal contact details including email addresses, mobile and home phone numbers 

are not shared with pupils; 
 

• all settings (including access to photographs) on personal social networking sites are set 
at private and are regularly checked to ensure appropriate settings are in place; 
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• that pupils or former pupils who have recently left the College are not listed as 
contacts or friends on social networking sites; 

 
• no mention should be made through photos, logos or text that the individual is 

employed at St Ignatius College or reference made to staff, pupils, parents or events at 
the College; 
 

• that any attempt to contact the member of staff through social networking sites is 
ignored and reported to the Safeguarding Lead and 

 
• that staff should not request, or respond to, any personal information from a young 

person, other than that which might be appropriate as part of their professional role. 
 
 

8. Making a Professional Judgement 
 

This Policy cannot provide a complete checklist of what is or is not appropriate behaviour for 
members of staff in all circumstances. There may be occasions and circumstances in which adults 
have to make decisions or take action in the best interests of the child or young person which could 
contravene this guidance or where no guidance exists. 

 
Individuals are expected to make judgements about their behaviour in order to secure the best 
interests and welfare of the children in their charge. Such judgements should always be recorded 
and shared with a member of the Senior Leadership Team. In undertaking these actions, 
individuals will be seen to be acting reasonably. 

 
If you are unsure of any of the points listed above please speak to the Headteacher or a member of 
the Child Protection Team. Further guidance can be obtained from the following document: 

 
• Guidance for safer working practice for those working with children and young 

people in education settings April 2020. 
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