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1.0 Introduction  

 
1.1 This policy applies to all adults, including staff, employers and volunteers, working in 

or on behalf of Vision Studio School. 
 

1.2 Everyone working in or for Vision Studio School shares an objective to help keep 

students safe by contributing to: 

 providing a safe environment for students to learn and develop in all Vision Studio 
School settings, including work placements and 

 identifying students who are vulnerable, suffering or likely to suffer significant 
harm, and taking appropriate action with the aim of making sure the students are 
kept safe both at home and in the school’s settings. 

 
 2.0 Vision Studio School Commitment  
 
 2.1 Vision Studio School is committed to safeguarding and promoting the welfare of all of 

its students. Each student’s safety and welfare is of paramount importance. The 

Principal is the ‘Designated Officer’, who will carry the key responsibility for ensuring 

the safeguarding of children and vulnerable adults in the school. Vision Studio School 

recognises that some children may be especially vulnerable to abuse.  It recognises 

that children who are abused or neglected may find it difficult to develop a sense of 

self-worth and to view the world in a positive way; while at the school, their behaviour 

may be challenging. Vision Studio School recognises that some children who have 

experienced abuse may harm others and/or themselves. It will listen carefully to 

everything the students say and the way it is said and act swiftly where it suspects 

that children are at risk of being harmed. 
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3.0 Providing a Safe and Supportive Environment    

 Safer Recruitment and Selection 
 
3.1 The Studio School pays full regard to current Department for Education guidance 

‘Safeguarding Children and Safer Recruitment in Education’ Jan 2007 and “Keeping 

Children Safe in Education”, July 2015. The School will ensure that all appropriate 

measures are taken so that everyone who works in the Studio School and/or who is 

likely to come into contact with the students is a safe and trustworthy adult including 

employers, volunteers and staff employed by contractors. Safer recruitment practice 

includes scrutinising applicants, verifying identity and academic or vocational 

qualifications, obtaining professional references, checking previous employment 

history and ensuring that a candidate has the health and physical capacity for the job. 

It also includes undertaking interviews and, where appropriate, disclosure and barring 

checks, together with appropriate safeguarding training, particularly in how to deal 

with a disclosure of abuse/harm. 

 Allegations about a member of staff 

3.2 Any suspicion, allegation or actual abuse of a student by a member of staff must be 

reported to the Principal, within 2 hours. If within 2 hours of the initial concern arising, 

it has not been possible to contact the Principal the matter must be reported to the 

sponsor’s Director of Human Resources. In the event they cannot be reached, to the 

member of the sponsor’s Executive team on emergency call who will ensure the 

safety of the student and will notify the Director of Human Resources and the 

Principal as soon as possible. 

3.3 In the event of an allegation against the Principal, then the Chair of Governors should 

be informed.   

 
 Safe Practice 

3.4 Safe working practices ensure that students are safe and that all staff: 

 Are responsible for their own actions and behaviour and should avoid any 
conduct which would lead any reasonable person to question their motivation 
and intentions;  

 Work in an open and transparent way;  

 Work with other colleagues where possible in situations which may be for any 
reasonable person open to question; 

 Discuss and/or take advice from the Designated Officer over any incident 
which may give rise to concern; 

 Record any incidents or decisions made; 

 Apply the same professional standards regardless of disability, gender, sexual 
orientation, gender re assignment, race, religion and belief, age, 
pregnancy/maternity or marriage/civil partnerships; 

 Are aware of confidentiality policy; 

 Are aware that breaches of the law and other professional guidelines could 
result in criminal or disciplinary action being taken against them; and 

 A full safe working practices guide is available for all Vision Studio School 
staff and will be provided to them as part of their induction. 
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Safeguarding Information for Students 

  
3.5 Students in Vision Studio School will be aware that they can approach and talk to any 

adult if they feel uneasy or unhappy about any situation/incident.  Vision Studio 

School is committed to ensuring that students are made fully aware of behaviour 

towards them that is not acceptable as well as how they are able to keep themselves 

safe. All students know that the school has a Designated Officer with responsibility 

for child protection and know who this is. Vision Studio School will assure students 

that they can talk to adults associated with the School, as well as their right to be 

listened to and heard and what steps can be taken to protect them from harm. 

 Partnership with Parents/Carers 
 
3.6 Vision Studio School will always aim to maintain a positive relationship with all 

parents/carers. 
 
3.7 Vision Studio School shares a purpose with parents/carers to educate and keep 

children safe from harm and to have their welfare promoted. Vision Studio School is 
committed to working with parents/carers positively, openly and honestly. Vision 
Studio School will ensure that all parents/carers are treated with respect, dignity and 
courtesy. Vision Studio School respects parents’/carers’ rights to privacy and 
confidentiality and will not share sensitive information unless it has permission or it is 
necessary to do so in order to protect a student. 

 
3.8 Vision Studio School will share with parents/carers any concerns it may have about 

their child unless to do so may place a child at risk of harm (see further information in 
Section 3: Action by Designated Officer). 

 
3.9 Vision Studio School will encourage parents/carers to discuss any concerns they may 

have with staff. Vision Studio School will make parents/carers aware of the School’s 
policy through the school website and Vision Studio School brochure and 
parents/carers are informed that they can view this policy on request. 

 
3.10 Vision Studio School is committed to ensuring the welfare and safety of all students 

in the school. Vision Studio School will, in most circumstances endeavour to discuss 

all concerns with parents/carers about their children. However, there may be 

exceptional circumstances when the school will discuss concerns with Social 

Services and/or the Police without parental/carer knowledge (in accordance with 

Child Protection procedures). Such a decision will be made by the Designated 

Officer. 

 Partnerships with Others 
 
3.11 Vision Studio School recognises that it is essential to establish positive and effective 

working relationships with other agencies. There is a joint responsibility on all these 
agencies to share information to ensure the safeguarding of all children. 

 
 Vision Studio School Training and Staff Induction 
 
3.12 Vision Studio School’s Designated Officer will undertake an appropriate level of child 

protection training and training in inter–agency working and refresher training at two 
yearly intervals. The Principal and all other School staff, including non-teaching staff, 
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will undertake appropriate induction training to equip them to carry 
out their responsibilities for safeguarding and child protection effectively. This will 
include training on how to deal with a disclosure. Such training will be kept up to date 
by refresher training at three yearly intervals. 

 
3.13 All staff (including temporary staff and volunteers) are provided with the School’s 

Safeguarding and Child Protection Policy and informed of Vision Studio School’s 
safeguarding arrangements on induction. 

 
3.14 Senior leaders and key governors will undertake safer recruitment training and 

engage in refresher training at two year intervals. 
 
 Support, Advice and Guidance for Staff  
 
3.15 Staff will be supported by Vision Studio School and professional associations. The 

Designated Officer for safeguarding/child protection is the Principal.  
 

Related Vision Studio School Policies  

3.16 Vision Studio School’s Safeguarding and Child Protection Policy covers more than 
the contribution made to child protection in relation to individual children.  It also 
encompasses issues such as student health and safety and bullying and a range of 
other issues, for example, arrangements for meeting the medical needs of students, 
providing first aid, school security, support and guidance for drugs and substance 
misuse. There may also be other safeguarding issues that are specific to the local 
area or population. 

 
 Children Missing from Education 

3.17 When students on roll do not arrive for school in the morning, Vision Studio School 

will make the usual enquiries and then refer the case to the Education Social Work 

(ESW) Service.  If the allocated worker cannot locate the student/family they will 

inform the Local Authority Children Missing Education team and Vision Studio School 

will be advised by them or the ESW Service that they can take the student off roll 

(normally after four weeks). 

 Confidentiality  

3.18 Vision Studio School has regard to “Information Sharing: Practitioner’s Guide” HM 

Government, 2006 www.ecm.gov.uk/deliveringservices/informationsharing  

“Where there is a concern that the child may be suffering or is at risk of suffering 

significant harm, the child’s safety and welfare must be the overriding consideration.” 

 Student Information 

3.19 Vision Studio School will keep up to date and accurate information in order to keep 

students safe and provide appropriate care for them. In order to do so the School 

requires accurate, reliable and up to date information regarding: 

 Names and contact details of persons with whom the student normally lives;  

 Names and contact details of all persons with parental/carer responsibility (if 
different from above); 

 Emergency contact details (if different from above); 

http://www.ecm.gov.uk/deliveringservices/informationsharing
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 Details of any persons authorised to collect the student from 
the school (if different from above); 

 Any relevant court orders in place including those which affect any person’s 
access to the student (e.g. Residence Order, Contact Order, Care Order, 
Injunctions etc.);  

 If the student is or has been on the Child Protection Register or subject to a 
care plan; 

 Name and contact details of G.P.; 

 Any other factors which may impact on the safety and welfare of the student; 
and 

 Common Transfer File from their previous school. 
 

3.20 Vision Studio School will collate, store and agree access to this information. 

 Roles and Responsibilities 

3.21 Vision Studio School’s Governing Body will ensure: 

 Vision Studio School has a Safeguarding and Child Protection Policy and 
procedures in place that are in accordance with legal requirements, national 
best practice, Local Authority guidance and locally agreed inter-agency 
procedures, and that the policy and procedures are made available to 
parents/carers and other stakeholders on request; 

 Vision Studio School operates safe recruitment procedures and makes sure 
that all appropriate checks are carried out on staff, employers and volunteers 
who work with students; 

 Vision Studio School has procedures for dealing with allegations of abuse 
against staff and volunteers that comply with legislation, guidance from the 
local authority and locally agreed inter-agency procedures; 

 A senior member of the School’s Leadership Team is designated to take lead 
responsibility for safeguarding and child protection and Designated Officer(s) 
of suitable experience and training are appointed; 

 Staff undertake appropriate safeguarding and child protection training; 

 Staff remedy, without delay, any deficiencies or weaknesses regarding 
safeguarding and child protection arrangements;  

 A Governor is nominated to have oversight of the safeguarding arrangements 
in the School as well as be responsible for liaising with partner agencies in the 
event of allegations of abuse being made against the Principal; 

 Where services or activities are provided on the School premises by another 
body, the body concerned has appropriate policies and procedures in place in 
regard to safeguarding children and child protection and liaises with the 
School on these matters as required 

 Senior Leadership Team review their safeguarding policies and procedures 
annually. 

 Respond to any allegations appropriately and implement the appropriate 
disciplinary and appeals procedures as required. 

 
3.22 The Principal will ensure that: 

 All policies and procedures adopted by the Governing Body are fully 
implemented, and adhered to by all staff; 

 Sufficient resources and time are allocated to enable the Principal and other 
staff to discharge their responsibilities; 

 All staff, employers and volunteers feel able to raise concerns about poor or 
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unsafe practice in regard to students, and such concerns are 
addressed sensitively and effectively in a timely manner in accordance with 
agreed whistle blowing policies.  

 
Designated Officer with responsibility for Safeguarding and Child Protection will: 

 
3.23 Referrals 

 Refer cases of suspected neglect, abuse or other allegations to the relevant 
investigating agencies; 

 Act as a source of support , advice and expertise within Vision Studio School; 

 Ensure there is always cover for this role. 
 

 

3.24 Training 

 Recognise how to identify signs of neglect and abuse and when it is 
appropriate to make a referral; 

 Have a working knowledge of how Nottinghamshire Safeguarding Children’s 
Board operates, the conduct of a child protection case conference and make 
themselves available to attend and contribute to these; 

 Ensure that all staff have access to and understand Vision Studio School’s 
safeguarding policy and procedures;  

 Ensure that all staff have safeguarding and child protection induction training; 

 Ensure Senior Leaders and relevant Governors have safer recruitment 
training  

 Ensure detailed and accurate written records of all concerns are kept 
securely; 

 Obtain access to resources and attend any relevant or refresher training 
courses at least every two years. 
 

3.25 Raising Awareness 

 Ensure the Safeguarding and Child Protection policy is updated and reviewed 
annually and coordinate such work with the Governing Body regarding this; 

 Ensure parents/carers are made aware of the Safeguarding and Child 
Protection policy which alerts them to the fact that referrals may be made and 
its purpose being to avoid subsequent conflict; 

 Where a student leaves the School, the Designated Officer will ensure the 
child protection file is copied for the new establishment as soon as possible, 
and transferred to the new school or other educational setting separately from 
the main student file. If a student goes missing or leaves to be educated at 
home, then the child protection file should be copied and the copy forwarded 
to the Education Social Work Service. 

 Where the parents/carers inform Vision Studio School that they wish to 
'parentally educate' their child, the School will request a home visit by the 
ESW Service.  

 
3.26 Designated Officer 

 The Principal (along with the Governor responsible for safeguarding) will be 
responsible for overseeing and coordinating all safeguarding and child 
protection activity 



 

Vision Studio School: Safeguarding and Child Protection Policy 
Last updated : 12 October 2015  8 

 Where ‘cause for concern’ has been raised the Principal will 
decide on what steps should be taken 

 Safeguarding and child protection information needs to be dealt with in a 
confidential manner, although not in relation to a disclosure made by a 
student to an adult, this must always be passed on to the Principal. A written 
record must be made of what information has been shared with who and 
when. Other staff will only be informed of relevant details when the Principal 
has sufficient knowledge and understanding of a situation to put in place a 
plan that will support the individual and/or their family. The Principal will only 
share information with staff who are able to support the plan, or who need to 
know about the situation. 

 The Principal will store safeguarding/child protection records in a secure 
central store, separate from academic and behavioural records. Individual 
folders should be kept for each student; the School should not keep family 
files. Folders should be kept for at least the period during which the student 
attends the School and beyond that if required by current data legislation. 

 Access to these files is restricted to designated staff only. A written report 
must be kept in the folder of all access to them, by whom and when. 

 Parents/carers should be aware of information held on their student and be 
kept up to date regarding any concerns or developments by appropriate 
members of staff, unless the information would put the student at risk of harm 
then it will not be disclosed to a parent/carer 

 If a student moves from Vision Studio School to a new education organisation 
their records will be forwarded to the Designated Officer with due regard to 
their confidential nature. Contact between the two organisations may be 
necessary. A record will be made and kept of where and to whom the records 
have been passed and the date. 

 If there is a change of Designated Officer then a handover/exchange of 
information will take place with the new Designated Officer 

 
3.27 All staff and volunteers will: 
 

 Fully comply with Vision Studio School’s policies and procedures; 

 Attend appropriate training; 

 Inform the designated person of any concerns. 
 

Guidance and Procedures relating to Activities and Services 

 

3.28 In the course of preventing neglect and abuse to students, the School has 

established guidance and procedures related to activities and services. 

 
a) Use of photography, video recording, image recording and mobile phone cameras 

 
When using professional photographers or inviting the press to a school activity, 
Vision Studio School will: 
 

 Provide a clear brief about what is considered appropriate in terms of content 
and behaviour; 

 Not allow unsupervised access to students or one to one photo sessions at 
events; 

 Ensure individuals registered to use photographic equipment have 
identification; 
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 Ensure students and their parents/carers are informed to 
report any concerns to the event organiser; 

 Ensure concerns raised over inappropriate or intrusive photography are 
reported to the event organiser and recorded as a child protection concern. 

 
b) Organised photographic opportunities 
 

The majority of promotional and press releases are organised through Vision 

Studio School’s Senior Leadership Team. These are generally agreed by both 

parties in advance. Vision Studio School undertake not to use the students’ 

images unless it has written consent for both the taking and publication of films or 

photographs from the parent/carer. Specific permission will be sought if the 

images are to be used on the School website.  

If there is any doubt about the ID, the Principal should be contacted. Vision Studio 

School will ensure that students’ names are not mentioned in publications if 

requested by the parents/carers.  

c) Internet 

 

Students on work experience or others participating in one of the School’s clubs 

may need supervised access to the internet. At the School there is a block through 

the internet provider on inappropriate websites and chat rooms. There are 

systems in place for monitoring usage of the internet and all employees have log 

in passwords, which can easily be traced. Any employees discovered to have 

accessed or placed inappropriate material on the internet will be subject to the ICT 

Policy and Procedures. 

Vision Studio School will follow the BECTA guidance on safe internet use and 

ensure all students are taught how to protect themselves when using the internet. 

 

 

Adopted by Vision Studio School on ______________________________________ 

Chair of Governing Body (signature) ______________________________________ 

(print) ______________________________________________________________ 

Principal (signature) ___________________________________________________ 

(print) ______________________________________________________________ 

 

Next review date: October 2016 

 


