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Summary 

 
Aim At St Joseph School the welfare of our students is paramount. 

The following policy aims: 

to ensure that all students aged under 18, and all students classed 
as "vulnerable", are protected from potential abuse by staff, 
representatives, sub-contractors and fellow students of St Joseph 
School; 

to inform St Joseph School staff, representatives and sub- 
contractors of their responsibilities when working with children and 
vulnerable adults; 

to highlight our commitment to safe recruitment, selection and 
vetting of staff, accommodation providers and other suppliers; 

to ensure that all staff, representatives and sub-contractors are 
aware if any student is under 18 and that they are also aware of any 
consequent special procedure(s) which are applicable; 

to ensure that all relevant staff, representatives and sub-contractors 
are aware of any students classed as "vulnerable", and aware of any 
consequent special procedure(s) which are applicable. 

Applies to 

 
 
 
 
 
 
 
 

 
Approved by 

• School Management 
• Academic Management 
• Student Support staff 
• Marketing and Sales staff 
• Accommodation staff 
• Teaching staff 
• Activity Leaders 
• Homestay providers 

• Residence managers & staff 
• External tour operators 
• Taxi firms 
• Partner institutions 

• Safequardinq & Welfare Officer 
Deputy Principal 

Responsibility for update Designated Safeguarding Leads 
Safeguarding & Welfare Officer 

Date of approval November 2021 
Proposed date of review November 2022 
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Introduction 

This Policy aims to follow relevant legislation and guidelines, including: 
• The Education Act (2002) Section 175i

 

• The Children Act (1989 and amendments)ii
 

• The Children Act (2004)iii
 

• Working Together to Safeguard Children (2015) iV 
• Safeguarding of Vulnerable Groups Guidance (2006)v

 

• Safeguarding of Vulnerable Adult Schemes 
• Aim safer: A Framework for Safeguarding Children & Young People in Higher 

Education Institutions 
• Data Protection Act (1988)vi

 

The Children Act 1989 states the legal definition of a child is 'a person under the age of 18'. 

Section 115(4) of the Police Act (1997)vii states that a person can be considered to be vulnerable if they 
are "substantially dependent upon others in performing basic physical functions, or his ability to 
communicate with those providing services, or to communicate with others, is severely impaired, and, 
as a result, he would be incapable of protecting himself from assault or other physical abuse, or there is 
a potential danger that his will or moral well-being may be subverted or overpowered". 

Return to Table of Contents 
 

Our Principles 

We believe all students have the right to a safe and secure learning experience. Our principles are as 
follows: 

 
• The welfare of under-18s and vulnerable adults is central at St Joseph School. All under-18s 

and vulnerable adults have the right to safeguarding from abuse, regardless of their age, gender, 
disability, racial origin, religious beliefs, sexuality, language, socio-economic status or 
appearance. 

• It is the responsibility of all staff, students and representatives of St Joseph School to report any 
concerns about welfare to the Safeguarding & Welfare Officer immediately. The Safeguarding & 
Welfare Officer will deal with the concern following the procedures documented in this policy. 

• All incidents of alleged poor practice, misconduct and abuse will be taken seriously and 
responded to swiftly and appropriately. 

• All personal data will be processed in accordance with the requirements of the Data Protection 
Act 1998, and with the General Data Protection Regulation (GDPR), May 2018 

• St Joseph School will foster a culture where safeguarding is taken seriously through regular staff 
training and commitment to safeguarding procedures. 

• St Joseph School will work in connection with the appropriate Local Safeguarding Children 
Board, and the Police and Social Services where necessary, regarding any issues relating to 
safeguarding. 

• St Joseph School's policies and related rules are based on local knowledge, of laws, customs 
and safety. Although The School is aware that practices may different in other countries, 
concessions will not be made, and policies will be adhered to, and rules enforced, for all 
students. 

 

Return to Table of Contents 
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Definition of abuse 

Abuse is the physical, sexual or emotional mistreatment, or neglect of a person, which either 
deliberately or unknowingly causes harm, threatens the life or violates their rights. 

There are four main types of abuse that everybody should be aware of: 

• Physical abuse 
• Sexual abuse 
• Emotional abuse 
• Neglect 

This list is not extensive and sometimes there is a mixture of two or more forms of abuse at any time. It 
is important that each person familiarises themselves with signs of abuse to help combat it. For this and 
a more in depth description of the points listed above, 

Other common types of abuse include: 

• Psychological- repeatedly being made to feel unhappy, humiliated, afraid or devalued by 
others 

• Financial or material- stealing or denying access to money or possessions 
• Discriminatory- abuse motivated by discriminatory attitudes towards race, religion, gender, 

disability or cultural background 
 

Return to Table of Contents 

 

 
Issues of High Risk in an International Environment 

Due to the International nature of students at St Joseph School, a number of additional areas are 
focussed on: 

 

1. Preventing radicalisation and extremism 

Section 26 of the Counter-Terrorism and Security Act 2015 viii places a duty on certain bodies in the 
exercise of their functions, to have "due regard to the need to prevent people from being drawn into 

terrorism". The Prevent Duty (originally the Prevent Strategy)ix was published by the Government in 
2011as part of the overall counter-terrorism strategy, CONTESP. 

The Prevent Duty has three specific strategic objectives: 
• to respond to the ideological challenge of terrorism and the threat we face from those who 

promote it; 
• to prevent people from being drawn into terrorism and ensure that they are given appropriate 

advice and support; 
• to work with sectors and institutions where there are risks of radicalisation that need to be 

addressed.xi 

St Joseph School understands its responsibilities under the Counter Terrorism & Security Act 2015 to 
prevent people of all ages being radicalised or drawn into terrorism and seeks to meet its obligations in 
the ways shown below. 

 

Return to Table of Contents 
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2. Child sex exploitation 

The UK Government has written advice and guidance on Child Sexual Exploitation that statesxii: 

 
"Sexual exploitation ... involves exploitative situations, contexts and relationships where young people 

(or a third person or persons) receive 'something' (e.g. food, accommodation, drugs, alcohol, cigarettes, 
affection, gifts, money, mobile phones) as a result of their performing, and/or another or others 

performing on them, sexual activities. It can occur through the use of technology without the child's 
immediate recognition; e.g. being persuaded to post sexual images on the internet/mobile phones 
without immediate payment or gain. In all cases, those exploiting the child have power over them by 
virtue of their age, gender, intellect, physical strength and/or economic or other resources. Violence, 

coercion and intimidation are common, involvement in exploitative relationships being characterised in 

the main by the child's limited availability of choice resulting from their social/economic and/or 
emotional vulnerability." 

 
Child Sexual Exploitation should be regarded as a form of abuse, and should be monitored and 

reported as outlined elsewhere in this document. 

 
Any child or young person can be a victim of sexual exploitation, but children are believed to be at 

greater risk of being sexually exploited if they: 
• are homeless 
• have feelings of low self-esteem 
• have had a recent bereavement or loss 
• are in care 
• are a young carer 

Signs of child sexual exploitation include the child or young person: 
• going missing for periods of time or regularly returning home late 
• skipping school or being disruptive in class 
• appearing with unexplained gifts or possessions that can't be accounted for 
• experiencing health problems that may indicate a sexually transmitted infection 
• having mood swings and changes in temperament 
• using drugs and/or alcohol 
• displaying inappropriate sexualised behaviour, such as over-familiarity with strangers, dressing 

in a sexualised manner or sending sexualised images by mobile phone ("sexting") 
• they may also show signs of unexplained physical harm, such as bruising and cigarette burns 

Return to Table of Contents 
 

3. Female genital mutilation (FGM) 

The UK Government has written advice and guidance on FGM that statesxiii: 

"FGM is considered child abuse in the UK and a grave violation of the human rights of girls and women. 

In all circumstances where FGM is practiced on a child, it is a violation of the child's right to life, their 
right to their bodily integrity, as well as their right to health. The UK Government has signed a number 

of international human rights laws against FGM, including the Convention on the Rights of the Child. 

Girls are at particular risk of FGM during school summer holidays. This is the time when families may 

take their children abroad for the procedure. Many girls may not be aware that they may be at risk of 

undergoing FGM. 
[Nationalities} that are most at risk of FGM include Kenyans, Somalis, Sudanese, Sierra Leoneans, 

Egyptians, Nigerians and Eritreans. However, women from non-African communities that are at risk of 
FGM include Yemeni, Kurdish, Indonesian and Pakistani women." 
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Signs that a child may be at risk of FGM: 

• In conversation a child may talk about FGM. 
• A child may express anxiety about a special ceremony. 
• The child may talk or have anxieties about forthcoming holidays to their country of origin. 
• A parent or guardian requests permission for extended authorised absence for overseas travel. 

 

St Joseph School of English has a strictly-enforced attendance policy that does not authorise extended 
holidays. 

 
If a member of staff believes that a child is at risk of FGM, they must inform the Safeguarding Lead, 
who will pass the matter on to the local Safeguarding Board. 

 
If it comes to the attention of a staff member that a student has already undergone FGM, consideration 

needs to be given to any Child Protection implications for younger siblings or extended family members, 

and they must inform the Safeguarding Lead, who will pass the matter on to the local Safeguarding 

Board. 
 

Return to Table of Contents 

 

Responsibilities of St Joseph School Staff and Representatives 

The Deputy Principal has responsibility for the oversight of the College's Safeguarding Children and 
Vulnerable Adults Policy with delegated responsibility to relevant members of the Management Team. 
The Safeguarding & Welfare Officer is responsible for the implementation of the policy, and will liaise 
directly with the Deputy Principal as deemed necessary. 

To ensure the welfare policy is implemented and that we are aware of all under-18s and vulnerable 
adults at St Joseph School, different departments are required to follow guidelines specific to their job 
role 

I. Registration and Administration of students 

• St Joseph School requires all personal details from students on initial registration to The School 
to offer the opportunity for the student, parents/guardian or agent to tell us of any medical 
conditions or educational needs. Arrangements will be made for the appropriate requirements of 
each individual student. 

• Full next of kin details for all students are required prior to arrival in case of any emergency. 
• All parents/guardians of any under-18s coming to The School must complete, sign and return a 

parental consent form, which is sent out when the booking is received. 
• Teachers will be told in advance if any special requirements are needed for vulnerable adults in 

their classes. 
• Appropriate training is provided to all relevant staff prior to the arrival of students who are 

classed as vulnerable. 
• A meeting is arranged between each student and the Safeguarding & Welfare Officer during the 

student's first week, to check on their welfare, and to discuss the assistance available to them. 
• All students must be made aware of the 24-hour emergency phone numbers for welfare and 

accommodation, and must be made to feel happy to call these numbers at any time (they are 
listed in the student handbook). 

 

 
II. General staff responsibilities 

Return to Table of Contents 

 

• All staff members have a responsibility for safeguarding under-18s and vulnerable adults. 
• Upon acceptance of employment every staff member will have an enhanced DBS check. 

Employment is conditional on a person having no criminal convictions; this is inclusive of any 
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cautions, reprimands or final warnings. Employees must report any subsequent criminal 

convictions to the Principal immediately. Failure to do so will result in disciplinary action being 

taken. 
• Within one week of acceptance of employment all employees are expected to complete the E 

Learning Introductory Safeguarding Training which can be found at the following address: 

http://www.safeguardingchildren.co.uk/e-learning-course.html 

• Teachers are asked to report any absences of under-18s or vulnerable adults to the 

Safeguarding & Welfare Officer and Director of Studies 10 minutes after the start of the lesson, 

who will then follow the Attendance Policy procedures. 
• The Social Programme Organiser will ensure all appropriate Health and Safety risk 

assessments have been conducted for any trips available to students under 18 or vulnerable 

adults. A copy of these documents is stored in the welfare folder. 

• The Social Programme Organiser will check that all under-18s have the relevant signed 

parental consent before they book trips with our representative tour companies, or before they 

arrange activities independently [consent for such activities is obtained through the parental 

consent form, which is sent out when the booking is received]. 

• The Social Programme Organiser must ensure that under-18s adhere to any curfews, do not 

drink alcohol and are protected from potential harm. 
 

 

Ill. Visitors to The School 

Return to Table of Contents 

 

• All visitors must report to reception when they enter The School. If they need to enter another 

part of The School they will escorted by a member of Management or administrative staff. 
 

 

IV. Accommodation 

Return to Table of Contents 

 

• Students under 18 will not be accommodated with students 18 years and above. 

• All agencies must have satisfactory safeguarding policies and practices in place, including the 

use of DBS checks for homestay providers. 

• All homestays are revisited in accordance with British Council requirements (at least every year) 

to ensure standards are maintained. 

• Homestay accommodation that is alleged to fall below the British Council required standard, or 

to fail to adhere to St Joseph School policies, will be reported to the relevant homestay agency, 

and "blacklisted" by St Joseph School. 

• All complaints relating to homestay are investigated immediately. In the case of a serious 

complaint, or if information is passed to The School giving cause for concern, it will be reported 

to the relevant authorities immediately. 

• For students aged 18 and above who are staying in Residential accommodation, the residence 

must have satisfactory safeguarding policies and practices in place. 
 

 

V. Representatives of St Joseph School 

Return to Table of Contents 

 

• Any tour operators working with St Joseph School must have a satisfactory safeguarding policy 

in place. A copy of any legal documents will be kept at in the Safeguarding file. 

• All students under 18 who wish to take part in any tour or activity arranged by our 

representatives must have the appropriate signed consent [consent for such activities is 

obtained through the parental consent form, which is sent out when the booking is received]. 

• St Joseph School works with one company to arrange transfers to and from airports on arrival 

and departure of students; drivers are required to have a DBS check. 

• Any under-18s who require a transfer must have signed consent from their parents (consent for 

this is obtained through the parental consent form, which is sent out when the booking is 

received. 
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• If students under 18 are travelling as unaccompanied minors (i.e. without a parent or guardian), 

The School is informed in advance. In such cases, appropriate supervision is arranged . 
 

 

VI. Students of St Joseph School: 

Return to Table of Contents 

 

The primary objective of what The School does is to protect the students; however, the promotion of a 

safe and caring environment is intended to lessen the likelihood of peer abuse. 

 
• Prior to arrival, all students are sent a welcome pack giving information about the school and life 

in London and the UK 

• During induction, and in the Student Handbook, students are told about our welfare procedures, 

and given contact details for Safeguarding staff and external agencies . 

• Students under 18 are highlighted on registers, and wear lanyards stating they are under 18. 

Their age is also highlighted on class registers. 

• Students under 16 are not normally placed in classes, and do not normally share activities with, 

students aged 18 and above. 

• Posters are on display throughout the school giving information about the UK and London, and 

highlighting the Core British Values. 

• Posters are on display throughout the school and in all classrooms giving the contact details of 

Safeguarding staff, and reminding them of the procedures The School has in place. 

 
 

Interaction with Students 

Staff should aim to protect both themselves and students by: 

• remaining professional at all times 

• avoiding situations where students can feel intimidated 

• avoiding situations where people's suspicions might be aroused 

• avoiding being alone and unsupervised with students under the age of 18 

• avoiding physical contact with all students 

 
Social Media 

• Staff are strongly discouraged from engaging on social media with current students. 

• It is good practice to maintain separate professional and personal profiles. 

• Communication should ideally be carried out through the school rather than personally. 

• Engaging on social media with students under the age of 18 is against company policy, and any 

breaches will be regarded as gross misconduct. 

 
Return to Table of Contents 
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Recruitment 
 

1. Advertising: 

All job advertisements must state the following: 

• employees are expected to share The School's commitment to safeguarding and promoting the 

welfare of its students. 

• employees must be aware of their responsibilities under legislation regarding Safeguarding, 

Health and Safety, and the Prevent Duty. 

• St Joseph School is an equal opportunity employer, and must include The School's Statement 

of Purpose. 

 

 

2. Interview: 

Invitations to interviews must inform the candidate that The School will ask the candidate to either 

produce a link to their record on the DBS update service, or to undergo an enhanced DBS check; they 

will also be informed that The School will ask them to produce Police Checks from all countries that 

they have been resident in for the last 5 years. Candidates will also be asked to produce photographic 

evidence of their identity, such as a passport or EU/EEA ID Card. 

 
The email will also contain links to the following documents, and will ask the candidate to familiarise 

themselves with the content: 

• The School Safeguarding and Welfare Policy 

• The School Prevent Duty Policy 

• The School Recruitment Policy 

 

 
At interview, candidates are asked about their experience of safeguarding, and The School's 

commitment to the wellbeing of its students is made clear. Any relevant documents are checked, and 

copies made as necessary. 

 
Interviews should (where possible) be conducted by 2 members of the school management team. At 

least 1 of these people should be trained in Safer Recruitment. Before any offer of employment is 

made, the potential candidate must be interviewed by least 1 of these people should be trained in Safer 

Recruitment. 

 

3. Pre-Employment Checks 

Successful candidates should also be sent electronic copies (or links to electronic copies) of policies 

and procedures that are of immediate relevance to their role, or which are required by legislation or as a 

condition of the school's continued accreditation. These are: 

• Safeguarding and Welfare Policy 

• Prevent Duty Policy 

• Health and Safety Policy 

• Role-Specific Handbooks 

 
Candidates are also asked to 

• provide 2 references, one of whom should be their current or most recent employer 

• complete an e-learning module in Basic Safeguarding Awareness E-Learning 

• complete an e-learning module in Basic Prevent E-Learning 

and email their certificates of completion to the school. 
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The following checks must be carried out before a new employee starts work:  

 
References 

 
Candidates are asked to provide two referees at interview or upon receipt of a conditional job offer. 

Ideally, these should include: 

• The candidate's current or most recent employer. 

Please note that a candidate's current employer must not be approached without the 

permission of the candidate. 

• A recent previous employer in the same field. 

• A relevant academic reference, such as CELTA Trainer. 

• A supervisor for a voluntary position in a related field. 

 
If the candidate is unable to provide two references from the above list, St Joseph School will accept 

one of the above plus a character reference from a professional known to the candidate, such as a 

teacher. 

 
The reference request form is based on the job description and person specification, and is emailed to 

the referees as soon as the conditional offer has been accepted and permission granted to contact the 

referees. In cases of urgency, the referees may be contacted by telephone, but the call must still be 

backed up by a written confirmation. 

 
If the referee returns a factual reference, giving only the basic details of employment, the HR 

representative of The School should follow this up with a telephone call or email requesting further 

details. 

 
Enhanced DBS Check 

 
The Disclosure and Barring Service (DBS) makes decisions about who will be barred from working with 

children and vulnerable adults. Regulated activity (i.e. work that a barred person must not do) includes, 

but is not limited to: xiv 

• unsupervised teaching, training or instruction of children or vulnerable adults. 

• unsupervised care or supervision of children or vulnerable adults. 

• provision of advice or guidance on well-being to children or vulnerable adults. 

• driving a vehicle only for children or vulnerable adults. 

 
As all employees are required to take part in regulated activity, it is St Joseph School policy to require 

applicants to disclose any convictions, cautions, reprimands or final warnings that are not 'protected' as 

defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) as 

part of their application. The amendments to the Exceptions Order 1975 (2013) provide that certain 

spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and 

cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions 

can be found on the Disclosure and Barring Service website_xv However certain types of posts, 

particularly those that involve working with children or adults in a vulnerable position or other 

positions of trust or sensitive areas, are exempt from these provisions, and in these cases all 

convictions, cautions, reprimands or final warning that will not be filtered in line with the current 

guidance must be declared. 

 
Consequently, all staff must undergo an enhanced DBS check before commencement of employment. 

Staff must be informed of the DBS Update Servicexvi, which ensures the DBS Disclosure will be kept up 

to date, and remove the need for further enhanced checks.  Applications for the Update Service must 

be made within 19 calendar days of the issue of the Disclosure. 

 
If the DBS has not arrived before the planned commencement of employment, the candidate should 

only start work in cases of extreme operational urgency, and only under the following conditions: 
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• the potential employee must not engage in regulated activity (they must work under constant 

supervision and have no access to children). 

• the School must ensure that the candidate is not on the Barred List (List 99), a list maintained 

by the DBS of individuals who are barred from working with children.xvii 

• a risk assessment must be carried out outlining the risks the school has identified, and the 

measures taken to address these risks. If such measures cannot be taken, the potential 

employee must not start work until the enhanced DBS check has been returned. 

 

 
The DBS cannot access criminal records held overseas. Therefore, any applicant who has lived 

outside the UK for a period of more than 6 months within the last 5 years will be required to submit a  

police check from the country of residence for that periodx_viii 

certified translation must also be provided. 

If this is not available in English, a 

 

A 'satisfactory' check is defined as having no criminal convictions (including cautions, reprimands and 

final warnings) relevant to the post. Should The School be informed of a previous conviction which does 

not indicate a direct threat to the safety of the students, St Joseph School will interview the staff 

member to garner more information. 

 
St Joseph School will consider any convictions which have been recorded in terms of the following:  

• Nature, seriousness and relevance of the offence 

• How long ago the offence occurred 

• If the offence was a one-off or part of a history 

• Circumstances of the offence being committed 

• Country of conviction 

• Decriminalisation 

If the Deputy Principal and School Legal Adviser consider that there is no threat, a rationale will be 

provided and kept on file stating the reasons. 

 
All staff must report any subsequent criminal convictions to the Deputy Principal. Failure to do so will 

result in disciplinary action being taken. 

 
 

Prohibition Order Check 

 
Some individuals may not have broken the law or done anything to appear on the DBS Barred List , but 

for a number of reasons they may be deemed inappropriate to work with children or young people, and 

be placed on the Prohibited List for life_xix Since 05 September 2016 it has been a requirementxx that all 

teaching staff employed since 01 April 2012 must be checked against this listxxi, and against the EEA 

sanction list to identify individuals sanctioned in other EEA member states by an EEA member state 

regulator of the teaching professionxxii_ In addition to this, St Joseph School checks all staff with access 

to students under the age of 18 against this list, including non-teaching staff, and teaching staff 

employed prior to 01 April 2012. 

 
Individuals may have Prohibition Orders in place for a number of reasons, including, but not limited to: 

• serious departure from the personal and professional conduct elements of the latest teachers ' 

standards, as published by, or on behalf of, the Secretary of Statexxiii_ 

• misconduct seriously affecting the education and/or well-being of pupils, eg failure to report 

suspicions of abuse. 

 
 

Disqualification by Association disclosure 

 
The Childcare (Disqualification) Regulations 2009 are made under section 75 of the Childcare Act 2006 
and set out the circumstances in which an individual will be disqualified for the purposes of section 75 
of the Actxxiv_ 
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Government guidance for Keeping children safe in educationxxv states that school staff are potentially 

disqualified from working in a school, when they "live or work in the same household" as someone who 

is barred from working with children or young people, even if they would not otherwise be disqualified 

themselves . It adds that Schools must ensure that they are not knowingly employing a person who is 

disqualified under the 2009 Regulations in connection with relevant childcare provision. 

 
Disqualification by association only applies to staff working with or managing the education of children 

up to the age of 5 at any time, or working with or managing the supervision of children up to the age of 

8 in relation to activities that take place outside the school day. 

 
St Joseph School offers courses for children of 4 years and over. Consequently, staff are asked to 

provide this information on a self-disclosure form prior to commencement of work. Although the 

declaration is not mandatory, The School must keep the declaration, whether completed or not, on the 

employee's file, and the date of issuing the form must be kept on a central list. 

 
All prospective employees must also complete the following training modules before an unconditional 

offer is made and a contract issued: 

• Accreditation UK Safeguarding Training E-Learningxxvi 

• Basic Prevent E-Learningxxvii 

• 3 modules from the Anti-Bullying Alliancexxviii: 

• Is it bullying? 

• The 10 key principles 

• Cyberbullying 

 
See the St Joseph School Recruitment, Selection and Retention Policy for further information . 

 
Return to Table of Contents 
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Training in Safeguarding Under-1Bs and Vulnerable Adults 
 

• It is compulsory for all staff members to take the E-Learning Introductory Safeguarding Training 

within one week of acceptance of employment. 

• In-house training is provided for all staff as part of their induction. This training must be 

repeated annually, and should include any relevant updates; the training may also be repeated 

at other times to reflect changes to legislation. 

• All staff members are encouraged to remind themselves of the signs of abuse on a regular 

basis. 

• St Joseph School aims to have one Designated Safeguarding Lead, who has received 

Specialist safeguarding training for designated lead (formerly level 3), one of whom is the 

Safeguarding and Welfare Officer, and at least 2 additional members of the Safeguarding & 

Welfare team who have received Advanced Safeguarding for designated staff (formerly level 2) 

• If staff members have any questions or worries about the Safeguarding Policy they can speak 

to the Safeguarding & Welfare Officer or other staff members with Specialist training. 
 

 

Establishing a Caring Environment 

Return to Table of Contents 

 

All staff are responsible for making St Joseph School a safe and caring environment for all, including 

young people and vulnerable adults. 

A caring environment is one: 

• in which the health, safety and welfare of young people has been assessed and met 

• in which staff are aware that abuse can and does happen, and take measures to minimise the 

risk of it happening. 

• where there is a sound and known reporting system for any incident 

• where staff take reasonable and practical precautions to avoid any suspicions of abuse being 

brought against them. 
 

 

Child safeguarding Procedures 
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Where under-18s are concerned there are statutory responsibilities for any organisation to follow 

regarding the safety of young people. St Joseph School has a Safeguarding & Welfare Officer who is 

responsible for the safeguarding of all students at The School, including under-18s. 

• Any concerns regarding the welfare of under-18s must be reported to the Safeguarding & 

Welfare Officer immediately and the relevant course of action will be taken. 

• Any incidents and outcomes will be recorded by the Safeguarding & Welfare Officer in line with 

the Data Protection Act. 

• All staff should be aware of the appropriate responses and actions when a student volunteers 

information to them. 

• All staff should be aware that in accordance with statutory requirements where child 

safeguarding issues are involved, it is not possible to offer confidentiality to a person under 18 

as any disclosures must be reported. 

 
Return to Table of Contents 
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Role of the Designated Safeguarding Lead 
 

The role of the Designated Safeguarding Lead is: 

• To monitor and update the Safeguarding Policy and any relevant documents and files. 

• To deal with administration where a case is reported to the authorities. 

• To support the Safeguarding & Welfare Team in the implementation of the policies. 

• To support and advise the Safeguarding & Welfare Team on a day-to-day basis 

The Designated Safeguarding Lead should be ready to deputise for one another in the event of 

absence. 

 
The Designated Safeguarding Lead should be trained to at least Level 3 in Safeguarding. 

 

 
 

Role of the Safeguarding & Welfare Officer 
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The Safeguarding and Welfare Officer is the primary point of contact for students, and is one of the 

Designated Safeguarding Lead. The role of the Safeguarding & Welfare Officer is: 

• To receive information about events that are planned in St Joseph School that may involve 

young people or vulnerable adults, and plans that indicate how safeguarding will be covered. 

• To receive information from any staff, volunteers, children, parents or carers who have child 

safeguarding concerns and record it. 

• To liaise with the Deputy Principal and other Designated Safeguarding Lead over all such 

concerns. 

• To assess the information promptly and carefully, clarifying and obtaining more information 

about the matter as appropriate. 

• To record statements from any member of staff who feels that a young person has indulged in 

inappropriate behaviour or made sexually suggestive comments or approaches. 

• To record all information in writing in accordance with the Data Protection Act. 

In the event of the absence of the Safeguarding and Welfare Officer, the other Designated 

Safeguarding Lead is expected to deputise. 

 
The Safeguarding & Welfare Officer should be trained to at least Level 3 in Safeguarding and Welfare. 

 

Role of the Safeguarding & Welfare Team Members 
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The Safeguarding and Welfare Team Members are able to take reports from students, staff members 

and other representatives of the school, such as homestay providers. 

• To receive information about events that are planned in St Joseph School that may involve 
young people or vulnerable adults, and plans that indicate how safeguarding will be covered. 

• To receive information from any staff, volunteers, children, parents or carers who have child 
safeguarding concerns and record it. 

• To liaise with the Deputy Principal and Designated Safeguarding Lead over all such concerns. 
• To record statements from any member of staff who feels that a young person has indulged in 

inappropriate behaviour or made sexually suggestive comments or approaches. 
• To record all information in writing in accordance with the Data Protection Act. 
• To pass on all information received to the Designated Safeguarding Lead 

 

The Safeguarding & Welfare Team Members should be trained to at least Level 2 in Safeguarding and 

Welfare. 
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Vulnerable Adult Procedures 
 

• Before students start at The School any information regarding potential vulnerability should be 

collected from agents or the individual and St Joseph School will put in place any necessary 

measures to meet their needs. 

• St Joseph School staff members and their representatives will work together to identify any 

students they believe to be a vulnerable adult whilst they are studying at The School. If there 

are any concerns they should contact the Safeguarding & Welfare Officer immediately and the 

appropriate support measures will be put into place. 

• Any special arrangements and concerns will be recorded by the Safeguarding & Welfare Officer 

in line with the Data Protection Act. 
 

 

Reporting and Monitoring Procedures 
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All members of staff should be aware that they have a responsibility to safeguard children and 

vulnerable adults. If a concern is raised they should not keep the information to themselves . They 

should inform the Safeguarding & Welfare Officer immediately to ensure as much information is 

recorded as possible. Vital information could be missed if this is not done. 

• Any concerns about the wellbeing and welfare of a child or vulnerable adult should be reported 

to the Safeguarding & Welfare Officer. 

• It is the duty of staff to inform only, not to investigate - this is the role of the Safeguarding & 

Welfare Officer and, where appropriate, the Police and Social Services. 

• In the event that the Safeguarding & Welfare Officer is not available any concerns should be 

raised with a member of staff with Specialist Safeguarding training and they will follow the 

correct procedure for the situation. 

• Safeguarding issues will take priority over any other work a person has. 

• All concerns will be recorded by the Safeguarding & Welfare Officer and kept in accordance to 

the Data Protection Act. 

• The Safeguarding & Welfare Officer will consult the relevant authorities if they need any advice 

or support. 
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Allegations of Abuse or Inappropriate Behaviour Involving Staff 
 

• Allegations involving any staff member should be reported to the Deputy Principal and the 

Safeguarding & Welfare Officer instantly. All information will be collected and the relevant 

procedures will be followed. 

• The Safeguarding & Welfare Officer will contact the Local Authority Designated Officer (LADO) 

who is part of the Local Safeguarding Children Board and follow the advice and suggested 

actions they provide. 

• Whilst a complaint is being investigated the member of staff will be suspended, and if the 

complaint is upheld the staff member will be dismissed and any relevant authorities informed 

immediately. 

• It should be noted that whilst a young person can consent to sexual activity once they reach the 

age of 16, the Sexual Offences (Amendment) Act 2000 makes it a criminal offence for a person 

to engage in any kind of sexual activity with a person under 18 where the adult is in a position of 

trust. 

 
Return to Table of Contents 
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Protected Disclosure: "Whistleblowing" 

If an employee reports certain types of wrongdoing in the workplace, they are a whistleblower . The 

wrongdoing disclosed will usually be something they have seen at work, though not always. It must be 

in the public interest and must affect others, such as the general public. Whistleblowers are protected 

by law if they report any of the following: 

• a criminal offence has been committed. 

• you believe someone is covering up wrongdoing. 

 
If you have any concerns, but you are not sure you are protected, you should seek advice from a legal 

practitioner, a trade union or the Citizens' Advice Bureauxxix_ 

 
What is the Procedure for Whistleblowing? 

 
If you want to raise your concerns, you should speak or write to one of the following: 

• The Deputy Principal and/or the Proprietor of St Joseph School. 

• A Prescribed Person or Body.xxx 

If you report your concern to the media, in most cases you will lose your legal rights and 

protections. 

 
You can raise your concerns anonymously but it may not be taken further if you do not provide all the 

information that is required. Alternatively, you can give your name but request confidentiality, and the 

person or body should make every effort to protect your identity. 

 
When you raise your concern: 

• Your employer or the Prescribed Person or Body will listen to your concern and decide if any 

action is needed. You may be asked for further information. 

• You must say straight away if you want to request confidentiality. 

• You will not have a say in how your concern is dealt with. 

• Your employer or the Prescribed Person or Body may keep you informed about the action they 

take, but will not reveal details that compromise the confidence of other people. 

 
If you report your concerns to The School and are not satisfied with how they have been handled , or if 

you believe the wrongdoing is still going on you can speak or write to one of the following: 

• A Prescribed Person or Body.xxxi 

• Acasxxxii_ 

• The whistleblowing charity Public Concern at Workxxxiii_ 

• Your trade union. 

 
See the St Joseph School Protected Disclosure (Whistleblowing) Policy for further information. 

 

 
Media Relations 
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For any St Joseph School activity involving young people, parents or guardians must be given the 

opportunity to refuse permission for photographs, videos or other images to be made of their  children 

and for the children to be interviewed by press, broadcasters or other media.  
 

 

Health and Safety 
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All staff, students, representatives and sub-contractors of St Joseph School must be made aware of 

Health and Safety requirements and be prepared to abide by them. 
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Code of Conduct for Staff 

All staff must be familiar with the St Joseph School Code of Conduct for Staff 
 

 

Code of Behaviour for Young People 
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All staff must be familiar with the St Joseph School Code of Behaviour. Parents/carers of children 

participating in St Joseph School activities must be made aware of the Code of Behaviour. 

 
Posters are displayed throughout the school highlighting the Code of Conduct for students  

 

 

Data Safeguarding 
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It should be noted that although technically a "child", consent is still required from young people in the 

same way as for an adult with regard to matters of data protection. 
 

 

Review 

Return to Table of Contents 

 

This policy and procedures will be regularly monitored and reviewed: 

• In accordance with changes in legislation and guidance on the safeguarding of children and 

vulnerable adults or any changes within St Joseph School 

• Following any issues or concerns raised about the safeguarding of children or vulnerable adults 

within St Joseph School 

• In all other circumstances, at least annually 
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