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 Carrowreagh Primary School
      SAFEGUARDING (Child Protection)

OVERVIEW, RATIONALE AND AIMS OF SAFEGUARDING

It is the policy of Carrowreagh Primary School to safeguard the welfare of all children by 
protecting them from physical, sexual and emotional harm, whilst in our care.

The ‘ethos’ of the school will promote the physical, spiritual, moral, social and cultural 
development of all our pupils.  The arrangements for pastoral care should reflect the promotion 
of these aspects and cover procedures for child protection.

The United Nations Convention on the Rights of the Child (1991) states the most important right 
for a child as the right to protection:-
‘Children have the right to be protected from all forms of violence; they must be kept safe from 
harm; and they must be given proper care by those looking after them (Article 19).
‘When adults or organisations make decisions which affect children, they must always think first 
about what would be best for the child.’ (Article 3).

Parts V and VI of The Children (Northern Ireland) Order 1995 places duties on a number of 
agencies acting on behalf of children in need or enquiring into allegations of child abuse.

The welfare of the child must be of paramount importance.

As part of our pastoral care in Carrowreagh Primary School, we seek to support the child’s 
development in ways that will foster security, confidence and independence. Our approach to 
Safeguarding aims to;

• Encourage all children towards a positive self-image.

• Help children view themselves as part of a community and, by example, to nurture 
children’s abilities to establish and sustain relationships with families, peer, adults and the world 
outside.

• Provide time, space and opportunities for children to explore, discuss and develop the key 
concepts of child protection openly with peers and adults, in a secure environment.

• Equip children with appropriate tools to make reasoned, informed choices, judgements 
and decisions.

• Provide a model for open and effective communication between children, teachers, 
parents and other adults working with children.



Our Safeguarding Programme is regarded as central to the wellbeing of the individual and is 
seen as an intrinsic part of all aspects of the curriculum. We seek to achieve this by;

• Providing adequate and appropriate staffing and resources to fulfil the children’s needs.
• Creating an environment within the classroom/school in which every child is valued as a 
member of the community; all members of the community should be sensitive and responsive to 
the needs of others.
• Allowing a variety of opportunities, appropriate to the age of the children, for class and 
group discussion of thoughts and feelings in an atmosphere of trust, acceptance and tolerance.
• Integrating the key concepts of child protection within the existing curriculum, allowing 
for continuity and progression through the various Key Stages.
• Providing resources and materials for child protection issues eg road safety.

An important part of this will be the gathering, storage and access to information as appropriate, 
as evidenced by;

1. Regular meetings to discuss ‘at risk’ children involving relevant staff members.
2. School records, personal details and health information being kept up-to-date and passed 
on at the end of the year.

CATEGORIES OF ABUSE AND DEFINITIONS

“Children may be abused by a parent, a sibling or other relative, a carer (i.e. a person who has 
actual custody of the child such as a foster parent or staff member in a residential home,) an 
acquaintance or a stranger, who may be an adult or a young person.  The abuse may be a result 
of a deliberate act or a failure on the part of a parent or carer to act or to provide proper care, or 
both….”  (Co-operating to Protect Children)

NEGLECT
The actual or likely persistent or significant neglect of a child, or the failure to protect the child 
from exposure to any kind of danger, including cold or starvation, or persistent failure to carry 
out important aspects of care, resulting in the significant impairment of the child’s health or 
development, including non-organic failure to thrive.

PHYSICAL ABUSE
Actual or likely deliberate physical injury to a child, or the wilful or neglectful failure to prevent 
physical injury or suffering to a child.

SEXUAL ABUSE
The actual or likely sexual exploitation of a child.  The involvement of children and adolescents 
in sexual activities which they do not truly comprehend, to which they are unable to give 
informed consent or that violate the social taboos of family roles.



EMOTIONAL ABUSE

The actual or likely persistent or significant emotional ill treatment or rejection resulting in 
severe adverse effects on the emotional, physical and/or behavioural development of a child.  All 
abuse involves some emotional ill treatment.  This is where it is the main or only form of abuse.  
Emotional abuse can also come as a consequence of domestic violence within the home as 
children may be subject to seeing and hearing things of a difficult or emotional nature when one 
or both parents are suffering physically and/or emotionally.

IDENTIFYING ABUSE

All school staff are well placed to observe the outward symptoms of abuse through their daily 
contact with the children.  Children can be observed discretely in the play corner e.g. how they 
react with peers, dolls, etc.  Play is facing and working through anxieties in a symbolic way 
and can therefore indicate a great deal about children.  This includes the outward symptoms 
of abnormality or change in appearance, behaviour, learning pattern or development.  The 
symptoms may be signs of bereavement or other disruption of family circumstances, drugs, 
alcohol or solvent misuse.  However, they may be due to child abuse.

Neglect

Unkempt appearance, smell, dirt, poor hygiene.  Inadequate 
clothing, poor growth, hunger or apparent deficient nutrition.
Lack of knowledge of basic personal hygiene.
‘Home alone’ children.
Little or no parental involvement in child’s education

Physical

Bruises (which may indicate strap marks or hand marks), lac-
erations, bite marks,
burns, etc.
Persistent/ongoing marking.
Unexplained bruising, hiding bruising, etc.
Violence towards peers.
Allowing themselves to be bullied or bullies others.

Sexual

Unkempt appearance, smell, dirt, poor hygiene.  Inadequate 
clothing, poor growth, hunger or apparent deficient nutrition.
Lack of knowledge of basic personal hygiene.
‘Home alone’ children.
Little or no parental involvement in child’s education

Emotional

Excessive dependence or attention seeking, etc.
Emotional disturbance e.g. reflex vomiting, fears of change, 
inability to face new situations.
Nervousness.
Temper displays.
Inability to control bodily functions e.g. wetting or soiling.
Mechanical reactions - fear of showing emotion.



Other

Restlessness and inability to concentrate.
Stealing, bizarre behaviour.
Learning difficulties and unfulfilled potential.
Strikingly unhappy, cut off from others, in a dream world, cannot 
relate to peers, no friends.
Abnormal patterns of relationships - defiant, aggressive, 
disruptive behaviour, withdrawn or over anxious.
Temper tantrums - biting, kicking, scratching, spitting, anti-
authoritarian, destructive behaviour.
Rocking, retreating to a ‘safe’ place, e.g. under tables.
Complaints of genital pain.
Reverting to thumb sucking, etc.
Secret keeping.
Holding tight to security objects.
Complaining of stomach pains, etc.

No list of symptoms can be exhaustive and any list can include indicators of other forms of 
abuse and/or medical, psychological or social explanations.

Pupils who are victims of abuse often display emotional or behavioural difficulties.  They may 
be unwilling to remove clothing in front of other pupils at the swimming pool or changing for 
Physical Education.

Signs should not be considered proof of abuse

All staff should recognise that ‘in order to protect children, from harm, cases may arise where 
confidentiality must be subordinated to the need to take appropriate action, by involving others, 
in the child’s best interests’.

No promise of confidentiality can or should ever be given where 
abuse is alleged.



Procedures for Dealing with Abuse or Suspected Abuse

‘The first step in recognising abuse is the ability to entertain the possibility of abuse taking 
place.’ (S.Sgroi 1982)

There is a range of circumstances that would invoke Child Protection procedures;
A child makes a disclosure to a member of staff.
A member of staff has concerns about a child either as a result of one observation or many 
observations over a period of time.
A parent expresses concern about the safety of a child.
Other sources of concern eg Social Services etc.

Staff should bring their concerns to the attention of the Designated Teacher (Mrs Michael) or 
Deputy Designated Teacher (Ms Graham)

Procedures set out in the Flowcharts (figures 1 and 2) will be 
followed as appropriate

The class teacher or the designated teachers for child protection should seek clarification from 
the child, in the presence of another adult.

This must be done with sensitivity through asking questions and interpreting the child’s 
responses.  Care must be taken in asking, and interpreting children’s responses to, questions 
about indications of abuse.  The same considerations apply when a child makes an allegation of 
abuse, or volunteers information, which amounts to that.  In some cases, talking to the child will 
crystallise initial concerns into a suspicion that abuse has occurred, and point to the need for 
an immediate referral.  Staff should therefore be careful about the way in which they talk to the 
child and be aware that this can have an effect on the evidence, which is put forward if there are 
subsequent criminal proceedings:

• They should not ask the child leading questions, as this can be interpreted as putting ideas             
into a child’s mind.
• They should, therefore, not ask questions which encourage the child to change his or her   
version of events in any way, or impose the adult’s own assumptions e.g. staff should say
 “Tell me what happened” rather than “Did they do X to you?”
• The chief task at this stage is to listen to the child, and not interrupt if he or she is freely   
recalling significant events, and to make note of the discussion to pass on to the designated  
teacher.  The note should record the time, date, place and people who were present, as   
well as what was said.  Signs of physical injury should be described in detail, or sketched out, 
but  under no circumstances should a child’s clothing be removed.
• Any comment by the child, or subsequently written down by a parent or carer or other 
adult,  about how the injury occurred should be written down as soon as possible afterwards,  
preferably quoting the words actually used.



• Staff should not give the child undertakings of confidentiality, although they can and 
should, reassure that the information will be disclosed only to those professionals who need to 
know.
• They should also be aware that their note of the discussion may need to be used in any  
subsequent court proceedings.

It is not the responsibility of the teachers and other education staff to carry out investigations 
into cases of suspected abuse, or to make extensive enquiries of members of the child’s family 

or other carers

NEELB procedures, in handling suspected cases of child abuse, will 
be followed.

Useful numbers will be displayed around the school, such as Childline, the NSPCC and the 
Samaritans.

Children will be given opportunities, through the curriculum, to formulate ideas on self-
preservation and how to get help, if they have a problem.  This will include:
• Strangers
• Inappropriate touching
• Bullying
• Keeping safe on the internet

It will be the duty of the Designated Teachers to refer any cases of suspected child abuse to the 
correct authorities.
• An incident book is maintained by the Principal.  It is confidential and for pastoral care 
and  child protection issues only.

STAFF
The school must safeguard and promote the welfare of the pupils.  The conduct of all staff must 
be above reproach.  Any abuse of a position of trust will be regarded with the utmost gravity.  
The Board of Governors will ensure that all staff are clear about the standards of behaviour 
expected of them.  Staff should be clear that there are acceptable boundaries of physical contact 
with pupils.  In extreme cases where a child has to be physically restrained a minimum of force 
will be used.

When an allegation against a member of staff is made regarding child abuse the complaint will 
be investigated thoroughly. (Figure 2 in Appendix)

The Principal will be informed immediately.

The alleged abuser will be informed of the allegations in due course.



In the case of the allegation being made against the Principal, the Chairman of the Board of 
Governors will be informed immediately.

A thorough investigation will be carried out.

Appropriate action will be taken following the investigation.

Where the Designated Teacher is suspected to have abused a child, or such an allegation 
is made, the member of staff who is made aware of the possible offence should inform the 
Principal immediately, who will instigate the normal reporting procedures. Where the Principal 
is suspected, or an allegation is made against him or her, the matter should be reported to the 
Designated Teacher (where this is not the Principal), and he or she should report the matter 
immediately to Social Services (or, as the case may be, to the police), the chairperson of the 
Board of Governors, and the Designated Officer of the Education and Library Board. Where the 
principal is the Designated Teacher, the matter should be reported by the member of staff who is 
made aware of the possible offence, to Social Services (or, as the case may be, to the police), the 
chairperson of the Board of Governors, and the Designated Officer of the Education and Library 
Board.

KEY ROLES AND RESPONSIBILITIES IN SAFEGUARDING

a)  NEELB Officers – personnel in the NEELB fulfil an important role in Safeguarding Issues.

b) The Board of Governors – plays an important role and hold real responsibilities in all 
aspects of our Safeguarding Policy.

• The Board of Governors will be kept fully informed of issues in relation to the    
implementation of our Safeguarding Policy and any incidents that may arise as    
appropriate.

• The Board of Governors will be kept fully informed in relation to any disciplinary    
action that is necessary in relation in response to a Safeguarding incident.

c)  The Designated Teacher is Miss McIlroy and the Deputy Designated Teacher is Ms 
Graham

In the event of Miss McIlroy’s absence, Ms Graham will assume responsibility for safeguarding.

The Designated Teachers have responsibility for liaising with Social Services, the Police and 
other agencies, over cases of abuse.  The Designated Teachers will ensure that proper procedures 
are followed.



Procedures to be followed where child abuse is suspected or alleged:

• A verbal/written report will be made to the designated teacher.

• An interview may take place with the child, in the presence of at least one other adult.

• The designated teachers may consult with the School Nurse/Health Visitor/NEELB 
 Safeguarding Unit or Clinical Medical Officer to obtain a professional opinion.

• The appropriate Unit Director of Social Services will be informed immediately and a  
confirmation in writing will be sent.

• In the case where physical or sexual abuse is alleged the matter will be referred to the 
Police.

• At the same time the designated officer of the NEELB will be forwarded a copy.

• The Principal will be informed, (if absent).

The Designated Teachers will ensure that all staff know,

1. How to identify signs and symptoms of possible abuse.

2. What the relevant child protection procedures are and how to make a referral if necessary.

3. How to talk to children about whom there are concerns.

4. Who the Designated Teacher is and who deputises in the case of absence.

5. How to prepare if they have to contribute to Social Services.

The Designated Teachers will know:

• Sources of advice and guidance.

• Whom to consult and when to make a referral.

• The NEELB’s child protection procedures and the designated teacher’s role within them.

• The role and responsibilities of the investigating agencies, whom to contact and how to 
liaise  with them.

• The requirements of record keeping and the use of UNOCINI procedures for referral.

• The conduct of a child protection conference and how the designated teachers or another  
member of staff can make an appropriate contribution to it.



• Support available through the local child protection procedures and how to access it.

The designated teachers will attend training on Safeguarding and keep up to date with current 
legislation.

d)  SCHOOL STAFF

All school staff have important roles and responsibilities in relation to the effective 
implementation of our Safeguarding Policy. The teacher’s role is in early detection and effective 
teaching. 

• All school staff will be given copies of the Safeguarding Policy document.

• All school staff will be given clear guidance regarding the procedures for responding to 
Safeguarding incidents.

• All school staff will be made aware of whom the Designated and Deputy Designated 
Teachers for Safeguarding are.

• All new staff will address Safeguarding related issues as part of a planned induction  
programme.

• Additional INSET opportunities may be available for specific and or key staff within 
school.

• All staff groupings will discuss the Safeguarding Policy on an annual basis.

• All staff groupings will be consulted as part of a planned review of our Safeguarding 
Policy within our School Development Plan.

The teachers in Carrowreagh Primary School have specific training, knowledge and expertise in 
all aspects of child development. They should be able to detect changes in a child’s behaviour 
over time or to observe a child’s failure to thrive. Teachers are frequently chosen by children to 
discuss all sorts of issues and may be the person a child will talk to about abuse.

e)  PARENTS

Parents play a vital role and share real responsibilities in ensuring the effectiveness of our 
Safeguarding programme.

• Parents will be made aware of the Safeguarding Policy Statement through the Board of 
Governors’ Annual Report, the School Prospectus and Monthly Newsletters.

• Parents will be made aware that full copies of our Safeguarding Policy are available on 
request.



f) CHILDREN

Children play an active role in our approach to our Safeguarding programme. All children are 
provided with a planned programme of learning opportunities to enable them to acquire the 
knowledge, understanding and skills necessary to take responsibility for the decisions they make 
and to develop awareness of safeguarding and child protection issues. We consider the pastoral 
care provided by Carrowreagh Primary as appropriate to ensure our children adopt a safe and 
healthy lifestyle in society.

REPORTS FOR CHILD PROTECTION/SAFEGUARDING CONFERENCES

Reports should focus on the child’s educational progress and achievements, attendance, 
behaviour, participation, relationships with other children and adults within the school and, 
where appropriate, the child’s appearance.  It may include what is known about the child’s 
relations with his or her family and the family structure.

Reports should focus on the child’s educational progress and achievements, attendance, 
behaviour, participation, relationships with other children and adults within the school and, 
where appropriate, the child’s appearance.  It may include what is known about the child’s 
relations with his or her family and the family structure.

• Reports should be objective and based on evidence.

• They should therefore contain only fact, observations and reasons for concerns.

Reports will be made available to the child’s parents and may be used in court.  All reports 
should be checked and signed by the designated teacher.
The school will be informed by Social Services if any child has or is placed on the Child 
Protection Register and will monitor the child accordingly.

BULLYING
Bullying constitutes a form of child abuse although it does not normally trigger the child 
protection procedures.  The school will act promptly and firmly in all cases to combat bullying 
whenever and wherever it occurs, in line with the Positive Behaviour (including Anti-Bullying) 
and Pastoral Care Policies.

VETTING OF STAFF AND VOLUNTEERS
All staff and volunteers will be subject to the appropriate personal background checks.

MONITORING, REVIEW AND EVALUATION OF OUR CHILD PROTECTION POLICY
The responsibility to monitor, review and evaluate the Safeguarding Policy rests with the Board 
of Governors, Principal and Designated Teacher.

Monitoring of this policy and its procedures will take place on an on-going basis.

Review and Evaluation of our policy will seek to include the views of teaching staff, 



children, parents and governors. Review and evaluation will take place as part of our School 
Development Plan, in response to future initiatives and in light of any Safeguarding related 
incidents.

USEFUL TELEPHONE NUMBERS

Child Protection Support Services for Schools - Designated NEELB Support – 028 94482223

Single Point of Entry (SPOE) – 0300 1234 333

PSNI   0845 600 8000

Childline UK  0800 1111 (free phone)

Social Services (Childcare Office Coleraine) 028 7035 2221

Education Welfare Team 028 7035 7290

Senior EWO 028 90860859 (LAC pupils)



Appendices

NOTES FOR TEACHERS

PRINCIPLE OF PARAMOUNTCY

“The fundamental principle in child care law and practice is that the welfare of the child must 
always be the paramount consideration in decisions taken about him or her.”
WHAT IS CHILD ABUSE?

There are four main kinds of child abuse.  The following list includes some of the signs and 
symptoms.

PHYSICAL ABUSE occurs when an adult or other young person hurts, kicks, beats or punches a 
child.  Symptoms may include:

• unexplained recurrent injuries or burns
• improbable excuses or refusal to explain injuries
• self-destructive tendencies
• fear of physical contact, a shrinking back if touched

NEGLECT occurs when an adult leaves a child alone, doesn’t give them enough to eat or doesn’t 
take them to the doctor when they are ill.  Symptoms may include:

• constant hunger
• inadequate clothing
• constant tiredness
• poor personal hygiene

EMOTIONAL ABUSE occurs when the adult with responsibility for caring for the child says 
nasty things to them, doesn’t hug or cuddle them and makes them feel unloved.  Symptoms may 
include:

• delays in physical, mental and emotional development
• continual belittling of oneself
• over-reaction to mistakes
• extreme fear of any new situation
• inappropriate response to pain
• neurotic behaviour

SEXUAL ABUSE occurs when an adult or other young person touches a child’s private parts in a 
way which makes the child feel worried or unhappy.  Some adults or other young people who 
sexually abuse children also ask the child to touch parts of their body or try to show them 



pornographic pictures or videos.  Symptoms may include:

• sexual knowledge including drawing sexually explicit pictures or use of language 
inappropriate for the child’s age
• being over affectionate in a sexual way inappropriate to the child’s age
• regression to younger behaviour patterns such as thumb sucking
• self-mutilation, suicide attempts, running away, overdoses, anorexia
• sudden loss of appetite or compulsive eating

WHAT TO DO IF YOU ARE CONCERNED THAT ABUSE IS OCCURRING

Responding to incidents of alleged or suspected child abuse must be based upon clearly defined 
procedures.  Knowing what to do, whom to contact, and who needs to know will make you feel 
better about sharing any concerns.

DOs AND DON’Ts

If you are concerned that a child or young person has been abused or is at risk of abuse there is 
one thing you must not do, that is NOTHING.

It is important that you take what the child says seriously and follow it up with action straight 
away.  The sooner you take action, the more likely it is that the abuse will stop and the child will 
recover from his or her experiences.

If you know someone who you think may be abusing a child, or a child’s words or behaviour 
indicate to you that it is likely that he or she is being abused, report to the Designated Teacher 
concerned with child protection issues.

DO’s DON’Ts

Stay Calm.

Listen and hear

Give time to the child to say what they want.

Reassure them that they have done the right 
thing in telling.

Record in writing what was said.

Keep a note of your report, giving the date, 
time, name of the individual whom you have 
told and course of action agreed.  Notes 
should be made on the Pastoral Care sheet in 
the pupil’s folder.

Do not panic.

Do not make a child repeat the story
unnecessarily.

Do not promise to keep secrets.

Do not enquire into details of the abuse.
Under no circumstances should you attempt 
to deal with the problem alone. 

Your primary responsibility is to report any 
suspected abuse and ensure that the concern 
is taken seriously.



Carrowreagh Primary School
SAFEGUARDING CHILDREN

WHAT TO RECORD

• Factual and neutral language.
• The nature of the information.
• Who gave it?
• The days, dates, times of observations or circumstances.
• Where the concern relates to indicators, a description of these.
• With a disclosure or clarification chat, children’s statements.

The Principal or Designated Teacher should supplement the record with:

• Details of any advice sought, from whom and when.
• The decisions reached as to referral.
• How, when and by whom this was done.
• Otherwise, reasons for not referring.
• Record signed, dated by Principal and countersigned by Designated Teacher.

CLARIFICATION CHATS OR DISCLOSURE

6 THINGS TO DO:

1) RECEIVE
• Stay calm.
• Listen.
• Accept information.
• Take notes, informing the child why you are doing so.

2) REASSURE
• Not the child’s fault.
• Affirm feelings.
• Give the child time to explain and express emotion.
• No promises of confidentiality or of what will happen in the future.
• Explain the process.

Things to say:
•  “I am glad you have told me this”.



•  “I am sorry this has happened to you”.
•  “It is not, nor ever was your fault”.
•  “We are going to do something about this together”.

3) RESULT

Do not:

• Interrogate.
• Ask leading questions.
• Criticise the perpetrator.
• Ask the child to repeat the disclosure to another staff member/volunteer.

Do not:

• Video tape “interview”.
• Photograph bruising.
• Tape record “interview”.
• Put pressure on a child to sign any written notes/records.

Do:

• Find a suitable place to deal with disclosure so neither the child or the adult feel 
vulnerable.
• Ensure someone else is aware of clarification chat taking place.
• Have visual access to the room.
• Invite another adult to be present IF the child is comfortable with this arrangement.

4) RECORD

• Take brief notes at the time.
• Write up later.
• Record - time, date, place of conversation, behaviour and words of the child, anyone else  
present.
• Draw a diagram if useful of any bruising or other injuries.
• Advise the child why you need to record and boundaries of confidentiality in relation to  
these.

5) REMEMBER

• Follow your setting’s procedures for recording and reporting.
• Consult as appropriate.
• Maintain confidentiality.
• Referral to appropriate person/agency.
• Continue to meet the child’s needs, e.g. keep child informed of your actions, where 
appropriate.



6) RELAX

• Access support for yourself      
     (Designated Teachers and Principals may get support if necessary from Board).
      (Designated Teacher should offer support to teacher involved).
• Know your limitations.
• Realise that the process may be long and tedious to address the issues - abuse is not a  
problem which is solved overnight.

CHECKING OUT CONCERNS WITH SIGNIFICANT ADULTS 

Explain:

• Who you are and your role.
• That the school has a Safeguarding Policy and Procedures.
• That the child’s welfare is the school’s paramount concern.
• That an issue has come to your attention.
(Keep notes throughout the entire conversation)

PROCESS:

• Access a suitable place to talk.
• Do not make any direct allegations or accusations. (Social Services will tell  parents/
adults/perpetrators about school’s disclosure)
• Ask limited questions but rather listen to both verbal and non-verbal communications.
• Aim for a win/win situation as to an agreed way forward.
• Advise of your procedures.

HYPOTHETICAL PROCESS

• Contact the relevant agencies - PSNI CARE Unit and/or local Social Services Trust.
• Introduce yourself, your role within the school.
• Identify who you are speaking to, their role.
• Inform you wish to “run” a hypothetical situation past the Social Worker/Officer. (Only a 
referral when child has been named)
• Keep detailed notes of the conversation.



CONFIDENTIALITY

• Precautions should be taken to ensure that information is only given to the appropriate 
person. If a Social Worker phones to speak to you, do not talk with them at that point in time. 
Take their name and say you will phone them back. This will allow you time to verify  that 
person is legitimate. 
• Personal information regarding a child’s family should be regarded as confidential.
• With suspicions of abuse and disclosure, information should only be given to the 
Principal and Designated Staff.
• Other members of staff need to know only enough to prepare them to act with sensitivity 
to a distressed pupil.  They do not need to know details.
• The teacher to whom a disclosure is made may need to decide on some person from 
whom they might need support.  This can be done without divulging details about the pupil - 
and even without naming the pupil.
• The pupil, depending on age, should be kept informed of who knows and what they 
know, at all stages of the procedures.
• The limits of confidentiality should be explained to a child/young person: 

    “All staff should recognise that in order to protect people from harm, cases may arise where                    
confidentiality must be subordinated to the need to take appropriate action by informing and 
involving others in the child’s best interests”.  (DENI Pastoral Care in Schools - Child Protection 
1999/10)

• Threats to a child’s safety and welfare can justify setting aside normal principles of  
confidentiality.  This may be where the child is still living with a known perpetrator,  resulting in 
the need for all staff dealing with the child to be alerted to watch for signs of  abuse.
• Principals or designated staff may attend child protection case conferences and are likely 
to hear detailed information about family circumstances and abusive incidents.  Minutes will be 
forwarded.  These ought to be maintained in the child’s confidential file.

MAINTAINING RECORDS

• No Referral/Referred but not placed on Child Protection Register
 Records kept on the child’s file for ever.
 A confidential copy of the records sent to any subsequent school.

• Referred and child’s name placed on Child Protection Register
 Record the fact and any associated information from Social Services, etc. on the child’s   
 file.

• Child’s name on the Child Protection Register
 Inform the receiving school child’s name is on the register.
 Destroy all Social Services records, e.g. minutes of case conferences.
 Keep your own records on the child’s file.
 Inform Case Co-ordinator of child moving school and action taken regarding records.



• Child’s name is removed from Child Protection Register
 Social Services to inform the School.
 All Social Services records to be destroyed.
 School records maintained.

GUIDELINES FOR SELF PROTECTION OF STAFF - SOME SUGGESTIONS

• Keep records of any false allegations a child makes against you or other staff eg ‘you’re 
always picking on me’ to ‘you hit me’, or comments such as ‘don’t touch me’. Keep record of 
dates and times in pupil’s folder. Get another adult to witness the allegation, if possible.

• If a child talks to you or touches you in a sexually inappropriate way or place, record 
what happened and tell the Designated Teacher or the Principal. As it could be totally innocent, 
do not make the child feel like a ‘criminal’. However, remember that ignoring this or allowing 
it to go on may place you in a difficult situation. Neither is it a good idea for the child to go on 
doing this as the next person might take advantage and say the child instigated it.

• If you take children on journeys, always take two along or be accompanied by another 
adult.  If it is a residential trip, always check pupils’ rooms in pairs.  In a residential setting never 
take a child or children into your room.

• Try to avoid being alone with a child. If this is unavoidable, leave the door open or be in a 
place where you can be observed. Tell another adult if you are going to see a child on your own.

• If possible, do not stand or sit between the child and the door – place the child nearer 
the door.  In such instances where it is preferable to stand between a child and the door, seek to 
have another adult present.

• Never do something of a personal nature for a child that they can do for themselves or do 
any activity that could be misconstrued.

• Do not go into the toilet or changing rooms with children, if this is possible.

• Be mindful of how and where you touch children. In teaching, physical contact with 
pupils is very often unavoidable and in some instances physical comforting of a child may be 
appropriate. However, staff should be sensitive to a child’s reaction to physical contact and 
to react accordingly. Staff must bear in mind that even innocent actions can sometimes be 
misconstrued.

• When taking children on outings, think how your actions and demeanour appear to the 
public. 

• Never make sexually suggestive comments about a child, even in jest.

• Never keep suspicions of abuse or inappropriate behaviour by a colleague to yourself. 
Ensure that you have the opportunity to discuss your thoughts and feelings with other members 
of staff.



RECORD OF CHILD ABUSE COMPLAINTS

WHEN?

Action against a member of staff regarding an allegation of abuse:
Formal referral made.
School disciplinary procedures enacted.

WHERE?

Principal retains record confidentially.
(Record kept for 5 years).

WHAT?
The date and brief details of the complaint.
By whom and against whom it was made.
If complaint formally referred, to whom it was referred and the date.
If dealt with under school’s disciplinary procedures - brief note of outcome.

WHO?
Made available to the Board of Governors annually.
Seen by the Education and Training Inspectorate at every inspection.

DATA PROTECTION ACTS

Data Protection Act 1984

 -  Computerised data.
 -  Section 28 - Exemptions.

Data Protection Act 1998
 -  Manually held data.



Carrowreagh Primary School
Safeguarding Report

Name of Child: __________________________________________      DOB: ____ / ____ / ____

Initial Reason for Concern

INDICATORS OBSERVATIONS

Physical

Behavioural



Verbal

Emotional

Family
Circumstances



 Teacher:  _______________________________________

Carrowreagh Primary School

Child Protection Pastoral Care Record (to be kept if deemed appropriate/necessary)

Pupil’s Name ________________________________DOB ____________ Year Group_______

Parents/Guardians: ______________________________________________________________

Address: ___________________________________________________________________________
_________________________________________________________________________

Attendance in current school year: ____________ days out of __________ days.

Attainment
Levels

Intellectual 
Ability

Performance



Presentation of Work

Participation in Teaching and 
Learning Activities

Behaviour
in Class

Behaviour 
out of Class



Relationship with other children

Relationship with Teacher and other 
adults

Relationship with family

School Contacts with home



General Remarks

Signed on behalf of the school:   _______________________________   (Designated Teacher)



Child Protection Support Services for Schools - Designated NEELB Support – 028 94482223

Single Point of Entry (SPOE) – 0300 1234 333

PSNI   0845 600 8000 – PPU 02890 650222 

Childline UK  0800 1111 (free phone)

Social Services (Childcare Office Coleraine) 028 7035 2221

Education Welfare Team 028 7035 7290

Concerns about Looked After Children contact Senior EWO – Alison Smyth 02890 860859

4 Cs

Care
Concern
Communication
Confidentiality

All staff have a duty of Care to Listen to/report 
any Concerns they may have.  

To Communicate these to the appropriate personnel and to keep the facts Confidential.



Carrowreagh Primary School

Safeguarding Policy

(Incorporating Child Protection)

Written September 2011
Reviewed April 2013

Designated Teacher: Miss K McIlroy

Deputy Designated Teacher: Ms A Graham

Procedure where the school has concerns, or has been given information, about 
possible abuse by someone other than a member of school’s staff

The complaint is about possible abuse by someone outside the school

Keep a written record of complaint at all steps

Tell the designated teacher

Tell the Principal

Is a referral necessary, or do doubts remain?

No

Yes - refer to Social Services/Police and tell ELB/CCMS

Don’t know - consult Social Services/ELB/CCMS

Tell complainant

Is parent the alleged abuser?

Yes - consult with Social Services/Police how parent will be informed

No - tell parent



Figure 1:

Procedure where a complaint has been made about possible abuse by a member of the school’s 
staff

The complaint is about possible abuse by a member of staff

Keep a written record at every stage, whether a referral is made or not

Is it about the designated teacher?

Is it about the Principal?

Figure 2:

Is it about someone other that the Principal or designated teacher?

Tell the designated teacher

Tell the Chairperson of the Board of Governors

The designated teacher is the Principal

Yes

No

Tell the Principal

Tell the Principal

Is a referral necessary, or do doubts remain?

Seek advice from ELB/CCMS/Social Services

Yes

Tell Social Services/Police/ELB/CCMS

Consider precautionary suspension/remove from direct contact duties

No - no further action

Tell subject of complaint, ELB/CCMS, complainant 



Seek advice from ELB/CCMS

Suspension to be done by Principal (where not the subject of the complaint) or Chairperson of 
the Board of Governors

No - but disciplinary action

Instigate disciplinary proceedings

Tell complainant

How a parent can make a complaint

I have a concern about my/a child’s safety

Figure 3:

I can talk to the class teacher

If I am still concerned, I can talk to the designated teacher for Child Protection (Miss McIlroy) or 
the Deputy Designated Teacher/Principal (Mr Parkhill)

If I am still concerned, I can talk or write to the Chairperson of the Board of Governors (Mrs P 
Hayes)

At any time, I can talk to ...

...a social worker at the Single Point of Entry (SPOE) 0300 1234 333

...PSNI at the Public Protection Unit 028 90 650222 


