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Do not photograph or video children unless 

you are using school equipment and are fol-

lowing instructions from the class teacher 

who will be aware of which children we have 

permission to photograph. 

Do not share email addresses, phone num-

bers or social media contacts with children at 

the school. 

This leaflet is not intended to replace Safe-

guarding training, it is intended to be a brief 

introduction to safeguarding and a quick re-

minder. 

Further information and advice can be found 

in the following documents which are availa-

ble in school; 

Keeping children safe in education Septem-

ber  2018 

What to do if you think a child is being 

abused. 

Available at: www.Gov.uk 

Useful contacts; 

Head Teacher ; Mrs Jeni Houghton 

Designated Safeguarding Officer;  

Mrs Anne-Louise Kyte 

Deputy Safeguarding Officer ;  

Miss Clare Lewis         

HAWTHORN PARK COMMUNITY PRIMARY SCHOOL, 

PARKSIDE DRIVE, HOUGHTON REGIS ,BEDS 

LU5 5QN                                     01582 863859 

Please do not discuss the disclosure with 

other staff members.  It is not unusual for 

staff to need some support themselves fol-

lowing a disclosure from a child, and this 

will be arranged for you, should you need 

it, please do not be afraid to ask. 

What should I do if the alleged abuser is a 

member of staff? 

Please report the allegation as soon as pos-

sible to Mrs Houghton the Head Teacher.  If 

the allegation is about the Head Teacher 

then this should be reported to Mrs Julia 

Turner, Chair of Governors. 

How do I ensure my behaviour is   

appropriate? 

All good relationships are based on mutual 

trust and respect.  Children are often spon-

taneous with their affection and tactile. It is 

important not to appear disinterested or to 

reject them.  However it is important to be 

careful with physical contact with children, 

and do not initiate any cuddling or physical 

contact. 

Do not put yourself in a position where you 

are working alone with a child, where you 

cannot be seen by other adults. 



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

is being harmed? 

It is important to take this seriously; 

Listen to what is being said, try not to comment 

or display shock or disbelief. 

Accept what is being said and allow the child to 

talk freely. 

Reassure the child that you are being supportive, 

but do not promise to keep secrets. 

Explain that you need to share this information 

with someone else so that they can be helped 

further. 

Do not interrogate the child or ask leading ques-

tions, if necessary use phases such as; “tell 

me...”, “Explain to me...” or “describe to me...” 

Immediately afterwards record in pen the details 

of what has been said, recording where possible 

the exact words used by the child and any com-

ments you made.  Date and sign this document 

and give it to  Anne-Louise Kyte , Clare Lewis or 

Mrs Houghton as soon as possible.  If you make 

rough notes at the time, which you later write or 

type up neatly please ensure you keep your origi-

nal notes.  

These procedures are to ensure that unsuitable 

people are prevented from  

working with children and young people, but 

also to protect yourself. 

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

If during your time working in the school you 

become concerned about any of the following: 

 Comments made by a child 

 Any unexplained marks or bruising on a 
child 

 Changes in a child’s demeanour or           
behaviour 

 Comments made by children about others. 

Please report these as soon as  

possible to :  

Anne-Louise Kyte, Miss Clare Lewis , Mrs 

Houghton  

Or a class teacher. 

You will be given a Safeguarding 

record form and asked to complete it 

as soon as possible and return it to 

Anne-Louise Kyte. Please ensure 

you sign and date the form. 

What are my responsibilities as an adult work-

ing with children? 

All adults working with children in  

either a paid or voluntary role have a legal duty 

to safeguard and promote the welfare of chil-

dren. 

DBS Checks 

All adults working directly with children or indi-

rectly (i.e. Cleaning Staff) must have full DBS 

clearance.  A record of this is held by the school 

on their Single Central Record.  

When applying for a voluntary position or on 

notification of appointment you will be asked to 

bring specific documentation into school to com-

plete your DBS application. 

It is essential that you inform the Head Teacher 

or Business Manager if you become subject to a 

criminal investigation, caution or conviction.  

At Hawthorn Park Community Primary School we 

are committed to safeguarding and promoting 

the wellbeing of all the children in our care. 

We hope this leaflet will provide you with useful 

information and advice while you are working /

volunteering within our school. 

Please note; mobile phones should not be used in 

school, and are not allowed in the classrooms. 


