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1. THE UNITED NATIONS CONVENTION ON THE RIGHTS OF THE CHILD 

Proclaimed by General Assembly Resolution 1386(XIV) of 20 November 1959. This was the basis of the basis of 

the Convention of the Rights of the Child adopted by the UN General Assembly 30 years later on 20 November 

1989. 

The Convention on the Rights of the Child was entered into force on 2 September 1990.  

“The child shall enjoy all the rights set forth in this Declaration. Every child, without any exception 

whatsoever, shall be entitled to these rights, without distinction or discrimination on account of race, 

color, sex, language, religion, political or other opinion, national or social origin, property, birth or other 

status, whether of himself or of his family.” 

“The child shall enjoy special protection, and shall be given opportunities and facilities, by law and by other 

means, to enable him to develop physically, mentally, morally, spiritually and socially in a healthy and 

normal manner and in conditions of freedom and dignity. In the enactment of laws for this purpose, the 

best interests of the child shall be the paramount consideration.” 
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2. INTRODUCTION  

Wellington College International Tianjin (WCIT) and the governing body are clear about their 

responsibilities in relation to safeguarding and promoting the welfare of children. We adhere to comply 

with local safeguarding legal requirements and adhere to and apply UK standards of safeguarding practice 

within the context of the school. WCIT also seeks to meet all standards required by the Council of 

International Schools (CIS). 

The principles that underpin Safeguarding are: 

• The safety and wellbeing of pupils is always a priority in all aspects of operation 

• Every pupil has a right to feel safe and the WCIT child-centred approach is informed by the 

United Nations Convention on the Rights of the Child 

• Every adult who works with children has a responsibility to keep them safe. WCIT is committed 

to ensuring all those who work with pupils receive appropriate safeguarding training. 

• The needs of the individual pupil is supported and it is recognised that some children are 

potentially more vulnerable than others, e.g. children with SEN, disabilities and looked after 

children. 

 

All staff are particularly important as they are in a position to identify concerns early and provide help for 

children, to prevent concerns from escalating. Wellington College International Tianjin and its staff form 

part of the wider safeguarding system for children. Wellington College International Tianjin and its staff 

are committed to ensuring we provide a child-centred and coordinated approach to safeguarding.  

Our policy applies to all staff, governors, volunteers and visitors working in the College. There are six 

main elements to our policy:  

1 Establishing a safe environment in which children can learn and develop;  

2 Ensuring we practice safer recruitment in checking the suitability of staff and volunteers to work 

with children and create a culture of vigilance; 

3 Raising awareness of and responding appropriately to safeguarding and Child Protection issues; 

4 Equipping children with the skills needed to keep them safe;  

5 Having clear procedures for identifying additional needs and reporting cases, or suspected cases, 

of abuse and allegations against teachers and other members of staff;  

6  Supporting pupils who have been abused in accordance with a Child Protection Plan.  
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3. AIMS AND OBJECTIVES  

To provide pupils with relevant information, skills and attitudes to help them to resist abuse and prepare 

for the responsibilities of adult life including home and family. Together with these skills we hope that 

pupils will feel confident that they can confide in staff on issues of neglect, abuse and deprivation.   

To allow staff to be familiar and confident with the appropriate child protection procedures and issues. 

This policy is intended to give clear guidance to all staff, teaching and non-teaching on:  

a) The signs that may indicate the possibility of abuse.   

b) The procedures to follow if a child discloses abuse or a member of staff suspects abuse. 

c) How to recognise pupils who may be at risk from safeguarding / child protection concerns  and 

know how to help them   

• To work with parents to build an understanding of the College’s responsibility to ensure the 

welfare of all children and a recognition that this may occasionally require cases to be referred 

to other investigative agencies as a constructive and helpful measure.   

• To monitor children who have been identified as ‘at risk’ and provide a supportive framework 

for them.   

• To contribute to an inter-agency approach to child protection by developing effective and 

supportive liaison with other agencies and schools – thereby contributing towards a more 

effective detection of the incidence of child abuse.  

• To review regularly the College procedures and improve the way child protection issues are 

managed.   

• To ensure that every member of College staff has the best interests of the child at every 

decision they make and is always the primary consideration. These objectives relate directly 

to the six aims of this Child Protection Policy at Wellington College and are intended to show 

how the aims are actually put into practice.   

Pupil Education  

• We try to create an environment and ethos in which children feel secure, their viewpoints are 

valued, they are encouraged to talk and they are listened to.  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• We provide suitable support and guidance so that pupils have a range of appropriate adults and 

trained senior pupils whom they feel confident to approach if they are in difficulties. This is 

displayed via posters in all Houses. Pupils are also regularly advised about avenues of support 

through assemblies, wellbeing lessons and tutorials. All HM’s also highlight these individuals to the 

pupils in their houses at the start of each academic year.  

• We use the College’s curriculum to raise pupils’ awareness and build confidence so that they have 

a range of contacts and strategies to ensure their own protection and understand the importance 

of protecting others.   

• All senior pupils are briefed by the Designated Safeguarding Lead, or one of the assistants, at the 

start of each academic year with regards their seniority within the school and the College child 

protection & safeguarding procedures and policy. 

• All pupils are educated about digital citizenship throughout their time at Wellington College 

International Tianjin. They also receive education about being safe online through the well-being 

curriculum.  

• Staff treat the children with respect and all pupils are expected to treat each other and staff with 

respect. Our policy on bullying is available to all via the website and is regularly reviewed. The 

Pastoral and Safeguarding Lead also talks to all year groups on an annual basis. The College also 

undertakes a regular 6 monthly “How are You?” survey in November and May. Questionnaires 

are also carried out as part of the Annual Review, Positive Community week and Mental Health 

Awareness Weeks.  

• We look carefully at the role models the College offers pupils through staffing, materials used, 

selection of curricular content and other experiences.  

• We try to impress on pupils the importance of rejecting violence as a means of resolving conflict 

and are leading other schools in the use of restorative justice techniques when dealing with pupil 

conflict as well as staff issues. Coaching and restorative friendship building approaches are used in 

disciplinary matters in order to educate the individual and to initiate responsibility and reparation 

from the child concerned. They are encouraged to take ownership over their actions.   

• We regularly review and evaluate our College policies and practices of social control and 

behaviour modification.  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• We give pupils opportunities to understand, and strategies for coping with, stress. This is done 

via the tutorial programme and the well-being curriculum. Parents are also given opportunities to 

further their own education in this area as part of the parents’ programme of pastoral talks, with 

regular sessions on SEAL education, parenting skills and safeguarding workshops in English/Korean 

and Mandarin;   

• Senior pupils (House Prefects and College Prefects) are given posts of responsibility that give them 

a pastoral role and they are briefed on the appropriate action to take if they receive information 

pertaining to abuse or of a more general ‘pastoral nature’. The Heads of House in Juniors are 

members of the School Positive Community Group who meet weekly to raise any general 

safeguarding concerns with members of the full Student Council. 

• The College keeps up to date with current issues in Safeguarding and Child Protection through 

its links with Wellington College in the UK. 
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4. ROLES AND RESPONSIBILITIES 

Wellington College China (WCC) and the governing body are clear about their responsibilities in relation 

to safeguarding and promoting the welfare of pupils. WCC and its staff form part of the wider safeguarding 

system for children and they are committed to ensuring a child-centred and coordinated approach to 

safeguarding delivered.  

There are seven main elements to in the policy:  

1. Establishing a safe environment in which pupils can learn and develop  

2. Ensuring safer recruitment practices in checking the suitability of staff and volunteers to work with 

children  

3. Creating a culture of vigilance by all school stakeholders 

4. Raising awareness of and responding appropriately to safeguarding and Child Protection issues; 

5. Equipping children with the skills needed to keep them safe;  

6. Having clear procedures for identifying additional needs and reporting cases, or suspected cases, 

of abuse and allegations against teachers and other members of staff;  

7. Supporting pupils who have been abused by providing a Child Protection Plan.  

 

A safeguarding team operate across WCC to ensure application of the policy: 

Role Person 

WCC Safeguarding governor Helen Kavanagh 

helen.kavanagh@wellingtoncollege.cn 

WCC Safeguarding Lead Ahmed Hussain 

ahmed.hussain@huilieducation.cn 

WCC Safer recruitment Rowan Bell 

rowan.bell@wellingtoncollege.cn 

Safeguarding Consultant International Child Protection Advisors 

(ICPA) 

 www.icpa.co.uk 

 
WCC has a Safeguarding Working Party made up of representatives from each school and the WCC 

safeguarding lead. The role of the group is to: 

• Review policy and guidance documentation 

• Evaluate and audit safeguarding practices 

o This will comprise an annual cycle of internal audit undertaken by the DSL team 

o A three-year cycle of external objective review 

mailto:helen.kavanagh@wellingtoncollege.cn
mailto:ahmed.hussain@huilieducation.cn
mailto:rowan.bell@wellingtoncollege.cn
http://www.icpa.co.uk/
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• Develop an action plan encompassing operational practices and strategic development relating 

to the annual audit. 

• Oversee professional learning with regards to safeguarding 

o Ensure all staff have experienced the appropriate level of training and that records are in 

place to affirm it 

All members of the WCC safeguarding team and working party will be trained to advanced level which in 

accordance with best practice will be formally refreshed every two years. 

4.1 Executive Board 

The Executive Board are responsible for approving this policy and undertaking an annual review thereof. 

The Executive Board will appoint a governor to lead on safeguarding and also a WCC safeguarding lead. 

The later will present the policy, and updates thereof, along with a safeguarding strategy for approval by 

the Executive Board. The work of the safeguarding working party will be evaluated by the Executive Board. 

4.2 School Affairs Board (SAB) 

The School Affairs Board (SAB) has overall responsibility to ensure policy and procedures for safeguarding 

actively promote the wellbeing of pupils. It is the role of the SAB to provide scrutiny of safeguarding policy 

and practice. The SAB takes seriously its responsibility to fulfil its duty of care in promoting the welfare 

and wellbeing of pupils, ensuring their security and protecting them from harm. To this end the SAB will 

ensure that:  

• An effective, up to date child protection policy is in place and made available on the College’s 

website;  

• Appropriate policies are in place and operational 

• Required pre-employment checks are being carried out in a timely way and correctly recorded 

in the Single Central Register 

• All staff receive safeguarding training in accordance with this policy  

• Pupils are taught about safeguarding, including online safety 

• Appropriate filters and monitoring systems are in place to keep pupils safe online  

 

4.3 Safeguarding Governor  

A nominated governor for safeguarding will be responsible for safeguarding arrangements. The nominated 

governor will:  

• Work closely with the WCC safeguarding lead 

• Discusses safeguarding matters with each DSL periodically  



 

 11 

• Review the outcome from annual audit of safeguarding procedures report to the Executive 

Board highlighting the effectiveness and implementation of relevant policies; staff safeguarding 

training; staff recruitment procedures; the handling of safeguarding issues; referral management; 

and the provision for teaching pupils how to keep themselves safe.  

• Manage allegations made against the Master of a WCC school 

• Provide guidance to schools that are managing an allegation and communicate with other 

governors.  

 

4.4 WCC Safeguarding Lead 

The WCC safeguarding lead is responsible for developing, reviewing and securing approval of the WCC 

safeguarding policy. It is also the responsibility of the WCC safeguarding lead to work with the safeguarding 

working party to assist in the implementation of this policy locally, support school leaders and the DSL in 

securing effective training for staff in schools. Annual internal safeguarding audits and the three-year 

external evaluation is to be managed by the WCC safeguarding lead. As requested by schools, the WCC 

safeguarding lead will provide advice and guidance to school leaders to secure effective application of 

effective policy and procedures.  

 

4.5 The Master or Executive Master  

The Master is responsible for ensuring that the procedures outlined in this Policy are followed on a day-

to-day basis. To this end the Master will ensure that:  

• The safeguarding policy and procedures are implemented and followed by all staff  

• Appoint DSL and Deputy Designated Safeguarding Lead 

• The allocation of sufficient time, training, funding, support and resources necessary to enable 

the DSL and DDSLs to carry out their roles effectively is given, including the assessment of 

pupils and attendance at necessary meetings  

• Matters which affect pupil welfare are adequately risk assessed by appropriately trained 

individuals and for ensuring that the relevant findings are implemented, monitored and evaluated 

• Systems are in place for pupils to express their views and give feedback which operate with the 

best interests of the child at heart 

• All staff feel able to raise concerns about poor or unsafe practice and that such concerns are 

handled sensitively and in accordance with the Whistleblowing Policy 

• Pupils are provided with opportunities throughout the curriculum and wider co-curricular 

programme to learn about safeguarding, including keeping themselves safe online 
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• Ensure safer recruitment procedures are fully implemented  

• Notifying the Disclosure and Barring Service and, other appropriate agencies, of anyone who 

has harmed or may pose a risk to a child.  

 

4.6 The Designated Safeguarding Lead (DSL)  

The Designated Safeguarding Lead (DSL) takes lead responsibility for safeguarding (including on-line safety) 

and child protection, and is the first point of contact for parents, pupils, staff and others if they have any 

concerns about safeguarding or child protection. The school will also appoint a Deputy DSL(s), ensuring 

that there is always an appropriately trained and designated person in the school at all times. The 

responsibilities of the DSL are summarised as follows:  

 

4.6.1 Raise awareness  

• Provide support, advice and expertise on all matters concerning safeguarding 

• Encourage a culture among staff of listening to pupils  

• Ensure that a local safeguarding policy is known, understood and used appropriately, and 

reviewed at least annually  

• Monitor the operation of the local policy and regularly review and update the procedures and 

their implementation, working with the safeguarding working party and governors as necessary  

• Ensure that all members of staff and volunteers receive the appropriate training, keep and 

maintain records of this training and ensure that staff are aware of training opportunities and 

the latest local policies on safeguarding  

• Work closely with a local e-safety lead (to be named in the local safeguarding policy) and in line 

with the central office IT Director 

 

4.6.2 Manage referrals  

• Advise and act promptly upon all safeguarding concerns reported to them  

• Refer cases of suspected abuse as appropriate, support staff who make or consider making any 

such referrals and liaise with the local authorities as required  

• Refer cases where a person is dismissed or left due to risk/harm to a child to the Disclosure 

and Barring Service or other relevant service 

• Refer cases where a crime may have been committed to the police  

• Maintain detailed, accurate, secure written records of concerns or referrals (e.g. MyConcern 

software)  

https://www.myconcern.education/
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• Keep the Master informed of all concerns and actions 

• Monitor records of pupils in the College who are subject to a child protection plan, to ensure 

that they are maintained and updated as notifications are received 

• Monitor the confidentiality and storage of records relating to safeguarding and when a pupil 

leaves, ensure their child protection file is copied for the new school as soon as possible and 

transfer it separately from the main pupil file, ensuring secure transit and confirmation of receipt 

is obtained. 

• Likewise, WCC schools will request child protection files for children during the admissions 

process 

 

The DSL will also contribute to the WCC safeguarding working party. 

 

4.7 Deputy Designated Safeguarding Leads (DDSL)  

DDSLs are trained to the same standard as the DSL and, in the absence of the DSL, carry out those 

functions necessary to ensure the ongoing safety and protection of pupils. In the event of a long-term 

absence of the DSL, a deputy will assume responsibility for all the activities described above. On a day-to-

day basis safeguarding activities may be delegated to a DDSL but ultimate lead responsibility for 

safeguarding remains with the DSL.  

 

4.8 Roles and responsibilities of WCC schools 

Each WCC school is to appoint a DSL and have a member of the SLT with direct responsibility for 

safeguarding. It is the responsibility of the Master or Executive Master to ensure that the local safeguarding 

team ensure the effective development and implementation of policy and practice. Together the local team 

provide adults and pupils with relevant information, skills and attitudes to help them to be aware of the 

categories of abuse. The school safeguarding team allow staff to be familiar and confident with the 

appropriate child protection procedures and reporting procedures. This and local policy is intended to 

give clear guidance to all staff, teaching and non-teaching on:  

• The signs that may indicate the possibility of abuse.  

• The procedures to follow if a child discloses abuse or a member of staff suspects abuse. 

• How to recognise pupils who may be at risk from safeguarding or child protection concerns and 

know how to help them:  
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o To work with parents to build an understanding of the school’s responsibility to ensure the 

welfare of all children and a recognition that this may occasionally require cases to be referred 

to other investigative agencies as a constructive and helpful measure.  

o To monitor children who have been identified as ‘at risk’ and provide a supportive framework 

for them.  

o To contribute to a contextually relevant inter-agency approach to child protection by 

developing effective and supportive liaison with other agencies, thereby contributing towards 

a more effective detection and management of the incidence of child abuse.  

o To review regularly the school’s procedures and improve the way child protection issues are 

managed.  

o To ensure that every member of staff understand their duty of care to pupils.  

 

These objectives relate directly to the rationale of this and local policy and demonstrate the effective 

implementation of the policy. WCC schools are also to support pupils through: 

• An environment and ethos in which pupils feel secure, their viewpoints are valued, they are 

encouraged to talk and they are listened to. 

• Provide suitable support and guidance so that pupils have a range of appropriate adults and trained 

senior pupils whom they feel confident to approach if they are in difficulties.  

• The school curriculum raises pupil awareness and build confidence so that they have a range of 

contacts and strategies to ensure their own protection and understand the importance of 

protecting others.  

• All pupils are briefed by the Designated Safeguarding Lead, or one of the assistants, at the start of 

each academic year with regards their seniority within the school and the College child protection 

and safeguarding procedures and policy. 

• All pupils are educated about digital citizenship They also receive education about being safe online 

through the wellbeing curriculum.  

• Staff treat children with respect and all pupils are expected to treat each other and staff with 

respect. The Pastoral and DSL also talks to all year groups on an annual basis. Questionnaires are 

also carried out as part of the Annual Review along with other occasion to provide an evaluation  

• The regular review and evaluate school policies and practices relating to social control and 

behaviour modification. This will include consultation with relevant pupil bodies in the school. 

• Pupil opportunities to understand, and strategies for coping with, stress.  

• The school keeps up to date with current issues in Safeguarding and Child Protection  



 

 15 

• Ensuring that regular learning opportunities are created to minimise peer on peer abuse and also 

ensure that pupils know how to recognise unacceptable behaviour from adults or peers and feel 

confident to report any concerns they have 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 16 

5. PROCEDURES  

Our College procedures for safeguarding children will be in line with UK procedures. They will take into 

account guidance to safeguard and promote the welfare of children including “Working Together to 

Safeguard Children”. We have adopted “Keeping Children Safe in Education” September 2019 (2020 as of 

September 2020) and will ensure that all individuals we engage to work within our College are made 

aware of this guidance, read it and sign off with HR.  

Any concerns raised about any safeguarding issues can also be raised through the Wellington College 

International Tianjin Whistleblowing Policy and with any members of our Safeguarding Team including 

the Safeguarding Governor, Helen Kavanagh.  

5.1 Safer recruitment  

We will follow relevant guidance in Keeping Children Safe in Education September 2019 (2020 as of Sept 

2020); (Section 3 Safer Recruitment) and from The Disclosure and Barring Service (DBS), or similar 

organisations across the world:  

• We will ensure governors and staff on recruitment panels undertake appropriate safer 

recruitment training as outlined in Keeping Children Safe in Education September 2019 (2020 as 

of Sept 2020); 

• Our selection and recruitment policy will include all appropriate checks on staff and suitability 

including DBS/ICPC checks or local equivalent. With regard to the recruitment of volunteers our 

policy will be rigorous and follow DBS/ICPC guidance taking into account regulated and supervised 

activity; 

• Ensure that all adults within our College who have access to children have been checked as to 

their suitability as outlined in Keeping Children Safe in Education September 2019 (2020 as of Sept 

2020); 

• Ensure that all staff and volunteers have read the code of conduct and understand that their 

behaviour and practice needs to be in line with it. 

• Maintain personnel files on all staff in school who have contact with our children, including interns, 

trainee teachers and volunteers. 

• Ensure that every staff member has an up-to-date details including Police check recorded on the 

Single Central Record by the HR Manager. 

• Ensure that reference checks are robust and that all recorded references are signed off and dated 

by a member of the senior leadership team (SLT).  A telephone reference from the current 

employer is included for all staff. 
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5.2 Allegations  

Any allegations against staff; other than the Master, volunteers, governors, contractors and visitors that 

indicate that they may have undertaken any of the points below will be reported immediately to the DSL 

• behaved in a way that has harmed a pupil, or may have harmed a pupil 

• possibly committed a criminal offence against or related to a pupil 

• behaved towards a child or children in a way that indicates he or she would pose a risk of harm 

to pupils 

If the DSL is not available, report it to the SLT member responsible for safeguarding. Subsequently, the 

Master will inform the governor responsible for safeguarding. 

It is the responsibility of the DSL to take the next steps in the safeguarding process upon referral. Staff 

must feel confident that they will be supported if they report any concerns about a child. Staff will be 

expected to ensure that any reports written about any safeguarding situation are child-centred, in the 

child’s best interests, rooted in child development and informed by evidence. The DSL, under guidance 

from the Master, or WCC safeguarding lead if sought, may gather a response team, the constitution of 

which will reflect the nature of the allegation. Decisions made by the response team should be agreed 

with the child and family where possible. A clear process of evaluation with a clear timeframe will be 

recorded along with the impact of any change on the welfare of the child.  

 

Those reporting any safeguarding concerns will adhere to the lines of communication, ensuring 

confidentiality. Regardless of the duty of confidentiality, any member of staff who has reason to believe 

that a pupil is at immediate or significant risk of harm, has a duty is to forward this information without 

delay to the DSL. 

 

It is recognised that the evaluation of risks and putting in place measures to mitigate those risks contributes 

to promoting the welfare and protection of pupils. Risk assessments may pertain to the whole school, to 

specific phases or areas of the school that have hazards associated with them, or to individual pupils or 

staff. A record of the risk assessment must be maintained. 

 

If the allegation made to a member of staff concerns the Master, the person receiving the allegation will 

immediately inform the CEO, Helen Kavanagh, who will consult as above, without notifying the Master 

first. 
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The name of any member of staff considered not suitable to work with children will be referred to the 

Disclosure and Barring Service (DBS) and ICPC, and other relevant organisations with the advice and 

support of the senior director of HR and in accordance with the DBS Referral Policy.  

Occasionally a member of staff may have a personal difficulty that they know is impinging on their 

professional competence. Staff have a responsibility to discuss such a situation with their line manager so 

that professional and personal support can be offered. Whilst such reporting will remain confidential in 

most instances, this cannot be guaranteed where personal difficulties raise concerns about the welfare or 

safety of pupils in the school. 

 

5.3 Raising awareness and equipping children with skills needed 

We recognise that because of the day to day contact with children, College staff are well placed to observe 

the outward signs of abuse and that all staff and governors have a full and active part to play in protecting 

our pupils from harm. The College will therefore:  

• The importance of providing early help to pupils to provide support for a problem as soon as it 

arises, is recognised, in order to prevent the issue from escalating. Furthermore, it is recognised 

that pupils may face many challenges that put them in need of support and ensure that staff are 

aware of them. These include: stress, peer pressure, body image concerns, anxiety and relationship 

issues. 

• Ensure children know that there are adults in the College whom they can approach if they are 

worried; 

• Embed opportunities in the curriculum (The Wellbeing Programme) and College life for children 

to develop the skills they need to recognise and stay safe from abuse, including online; 

• Raise the awareness of all staff members of the need to safeguard and promote the welfare of 

children, and of their responsibilities in identifying and reporting possible cases of abuse. This is 

done through termly briefings on latest developments in safeguarding policies and procedures; 

• Ensure every member of staff (including temporary, supply staff and volunteers) and the governing 

body knows the name of the Designated Safeguarding Lead (DSL) and their deputies responsible 

for child protection and their role. 

• The name of the Designated Safeguarding Lead and their deputies will be clearly visible in the 

College, with a statement explaining the College’s role in referring and monitoring cases of 

suspected abuse and allegations.  

5.4 Implementing procedures for reporting abuse  
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We will:  

• Have a Designated Safeguarding Lead for child protection who has undertaken two-day advanced 

Safeguarding Training as recommended by Tim Gerrish OBE  

• Have a member/s of staff who will act in the Designated Safeguarding Lead’s absence who have 

also received multi-agency training, and who will be familiar with the roles and responsibilities and 

know the procedures to follow. 

• Ensure we have a nominated governor responsible for safeguarding who has been appropriately 

trained; 

• Ensure all staff, volunteers of all nationalities and governors understand their responsibilities in 

being alert to the signs of abuse and neglect so that they are able to identify cases of children who 

may be in need of help or protection and the importance of reporting their concerns expeditiously; 

• Ensure that all staff, volunteers and governors maintain an attitude of ‘it could happen here’ and 

when concerned about the welfare of a child always act in the best interest of the child; 

• Notify the SLT (Senior Leadership Team) immediately if there is an unexplained absence of any 

pupil absence which has been explained by a parent or carer but the College is concerned; 

• Keep clear written records of concerns about children, even where there is no need to refer the 

matter immediately; 

• Provide a systematic means of monitoring children known or thought to be at risk of harm, and 

ensure we, the College, contribute to assessments of need and support plans for those children; 

• Ensure all paper records are kept securely, separate from the main pupil file, and in a locked 

location, the DSL’s Office; 

• Utilise a specialised safeguarding management system resource, such as My Concern, as a means 

of managing safeguarding related information.   

• Ensure that parents have an understanding of the responsibility placed on the College and staff for 

safeguarding and child protection by making the policy available to them and sharing safeguarding 

procedures; 

• The College will normally seek to discuss any concerns about a child with their parents and gain 

consent to make a referral or an offer of support. However, if the College believes that notifying 

parents could increase the risk to the child or exacerbate the problem advice will be taken; 

• Ensure all members of staff are provided with opportunities to receive basic awareness training 

(in both English and Mandarin) in order to understand their responsibilities relating to safeguarding 

children; 
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• Ensure that all staff members are aware of the systems within the College or which support 

safeguarding – this should include the safeguarding policy, staff behaviour policy and identify the 

Designated Safeguarding Lead and should be part of staff induction; 

• Recognise that all matters relating to child protection are confidential and the Master or 

Designated Safeguarding Lead will disclose personal information about a pupil to other members 

of staff on a need to know basis only; 

• Ensure all staff must be aware that they have a professional responsibility to share information in 

order to safeguard children and that they cannot promise a child to keep secrets which might 

compromise the child’s safety or wellbeing. 

• Always undertake to refer a child for medical / psychological counselling unless to do so could put 

the child at greater risk of harm or impede a criminal investigation. If in doubt, we will consult 

with the Board of Governors. 

• Ensure all staff should be aware that safeguarding issues can manifest as peer on peer abuse. This 

is most likely to include, but may not be limited to: 

o bullying (including cyber bullying) 

o physical abuse such as hitting, kicking, shaking, biting, hair pulling, or otherwise 

o causing physical harm 

o sexual violence and sexual harassment 

o sexting (also known as youth produced sexual imagery) 

o initiation / hazing type violence and rituals 

Keeping Children Safe in Education 2019 p.9 

When a pupil with an active safeguarding file moves to another school, we have a clear moral duty to 

inform, or attempt to inform that school that there is an issue about which they should be aware. We will 

follow any legal requirements of the country in which we and the other school operate. Where the legal 

position is not clear we will endeavour to make a phone call rather than transfer documentation. In cases 

where there are any child protection issues we will make the call and record the fact that the call was 

made in the pupil file, the date and time of the call, who the call was made to, their position in the school 

and the nature of the communication. 

5.5 Supporting pupils who have been abused  

We will:  

• Recognise that a child who is abused, who witnesses violence or who lives in a violent environment 

may feel helpless and humiliated, may blame themselves, and find it difficult to develop and maintain 
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a sense of self-worth (Categories of Abuse Working Together 2015– Basic Awareness Training) 

support for Pupils and parents is available from our Guidance and Welfare Officer 

• Recognise that the College may provide the only stability in the lives of children who have been 

abused or who are at risk of harm; 

• Be aware that research shows that the behaviour of a child in these circumstances may range from 

that which is perceived to be normal to aggressive or withdrawn; 

• Ensure these children are particularly closely monitored and supported and any concerns are 

recorded; 

• Implement a Pastoral Support Plan (PSP) or Individual Education Plan (IEP) for other children 

where there is a need for specific support in College; 

• Establish a safe environment which supports all pupils. 

5.6 Establish a safe environment  

We will:  

• Support the child’s development in ways that will foster security, confidence and resilience in 

every aspect of College life including through the College curriculum; 

• Provide an environment in which children and young people feel safe, secure, valued and respected, 

feel confident and know how to approach adults if they are in difficulties; 

• Ensure that children and young people are educated about the expectations they should have 

relating to the behaviour of adults who work with them; 

• Ensure that we provide the best opportunities and support for children to achieve the best 

outcomes and participate in College life; 

• Contribute to the wider safeguarding agenda by working with the local community to help our 

children live in a safe environment; 

• Recognise that staff working in the College who have become involved with a child who has 

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

and we will support such staff by providing an opportunity to talk through their anxieties with the 

Designated Safeguarding Lead and to seek further support; 

• Ensure that staff are aware of other key issues that relate towards safeguarding children and young 

people.  

These include:  

• Staff Code of Conduct 2020-21  
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• Staff Handbook 2020-21 

• Anti-Bullying policy 

• Safer Recruitment  

• Statutory Framework for The Nest 

• Toileting and Intimate Care policy 

• WCIT Digital Safety Pack 2020-21 

• WCIT Safeguarding protocols for remote teaching and learning 2020 

 

All staff receive a digital safeguarding update at the beginning of each term to ensure they are fully briefed 

with any new initiatives, key issues or policy changes. All training is in dual language, English and Mandarin. 

6. POLICY REVIEW  

The Governing Board is responsible for ensuring the annual review of this policy. This policy has been 

developed in accordance with the principles established by the Children Act 1989 and in line with UK 

regulation and publications:  

• “Working Together to Safeguard Children” March 2018  

• Keeping Children Safe in Education September 2019 (2020 from Sept 2020) 

• “Guidance for Safer Working Practice for Adults who Work with Children and Young People” 

• Disclosure and Barring Service Guidance.  

 

Policy adopted:  August 2018     

Policy Reviews by TCR: August 2019, August 2020 

Next Policy Review: September 2021 

 

 

  

 

 

 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/779401/Working_Together_to_Safeguard-Children.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/835733/Keeping_children_safe_in_education_2019.pdf
https://www.saferrecruitmentconsortium.org/GSWP%20COVID%20addendum%20April%202020%20final-2.pdf?__cf_chl_jschl_tk__=8cc0277015f13fa7174e8cac38e1eb885a8aa7fa-1597043348-0-AQzx4zGvKDMPG_Jb4FnPURVFBpNGVA0n26UT-z9v9vhV-UJKFvfEtsDUabekaQBsv7nepRsyJHXJg7gGMhZL08DrXv6AB_ZKcSycm6BQXnoHtubeyGLSVrMqb-VIApyie0YwvGUvj3XOs0J_scpJepOJQwgqkLHp8jpbKLY_bkQk-_zDfsLrwJckC5ZJmnUF9rVHmev42eKexhRWiT1bGCztgDPJcD3DgMEag9AJ4X1I44pD1-BNOUPe_JdOfvsta2eVsGVAbOE5-M_mJBrS3nXGeI8I2FuJsIhP_H7cAPAd3hSfTVckcfDROH0YEGNK6ooP-AsYwux-8dBT7ehi8Gs
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APPENDIX 1 

FLOW CHART FOR RAISING SAFEGUARDING CONCERNS ABOUT A CHILD 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Concern put in writing 

on a Safeguarding 

concern form and 

handed to DSL or 

concern entered on 

MyConcern 

Decision made to 

monitor the concern.  

Decision made to 

discuss the concern 

informally with the 

parents/carers  

Decision made to refer 

the concern to SLT 

Once discussed with 

parents, Designated 

Safeguarding Lead 

may decide to discuss 

further with parents, 

monitor or refer to SLT 

Relevant adult asked 

to monitor child and 

feedback to the 

Designated 

Safeguarding Lead 

within an agreed 

timescale. 

Designated 

Safeguarding Lead 

keeps concern form in 

secure, confidential 

safeguarding file. 

Designated 

Safeguarding Lead 

reviews concern and 

makes a decision 

about next steps 

Designated Safeguarding 

Lead (DSL): Toby 

Roundell 

DDSL: Liz Wei 

JS Lead: Melissa Meyers 

Nest Lead: Jan Bennett 

Non-academic: Vera 

Wang 

Link Central Office: 

Ahmed Hussain 

Link Governor: Helen 

Kavanagh 

 

 

 

Link Governor: 

The Five Rs: 

Receive – listen, don’t ask 

leading questions 

Reassure – they will be safe, 

you have their best interests at 

heart 

Respond – only to ensure that 

child is safe 

Record – make notes, date 

and time 

Refer – give referral to DSL 

on the same day 

In exceptional 

circumstances, concerns 

may be referred directly 

to local authorities 

Monitor Refer 

Discuss 

Record 

Refer 

Monitor 

Designated 

Safeguarding Lead 

may review decision 

with another senior 

leader or the head and 

agree to refer to local 

authorities  

https://www.myconcern.education/
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APPENDIX 2 

CATEGORIES OF ABUSE 

Physical Abuse 

This may involve hitting, shaking, throwing, burning or scalding, drowning, suffocating, or otherwise causing 

physical harm to a child / young person. Physical harm may also be caused when a parent or carer fabricates 

the symptoms of, or deliberately induces illness in a child / young person. 

Emotional Abuse 

This is the persistent emotional ill-treatment of a child/young person such as to cause severe and persistent 

effects on the child/young person’s emotional development. It may involve conveying to children/ young 

people that they are worthless or unloved, inadequate, or valued only so far as they meet the needs of 

another person. It may feature age or developmentally inappropriate expectation being imposed on 

children/young people. These may include interactions which are beyond the child/young person’s 

developmental capability as well as overprotection and limitation of exploration and learning or preventing 

the child/young person from participating in normal social interaction. It may involve seeing or hearing the 

ill treatment of another. It may involve bullying and causing children/young people to feel frightened or in 

danger, or the exploitation or corruption of children/young people.  Some level of emotional abuse is 

involved in all types of ill-treatment of a child/young person, though it may occur alone. 

Sexual Abuse 

This involves forcing or enticing a child/young person to take part in sexual activities, including prostitution 

whether or not the child/young person is aware of what is happening. The activities may involve physical 

contact, including penetrative (e.g. rape) or non-penetrative acts. They may include non-contact activities, 

such as involving children/young people in looking at, or in the production of, pornographic materials or 

watching sexual activities, or encouraging children/young people to behave in sexually inappropriate ways. 

Neglect 

This is the persistent failure to meet the child/young person’s basic physical and/or psychological needs, 

likely to result in the serious impairment of the child/young person’s health or development. Neglect may 

occur during pregnancy as a result of maternal substance abuse. Once a child is born, neglect may involve 

a parent or carer failing to provide adequate food and clothing, shelter including exclusion from home or 

abandonment, failure to protect a child/young person from physical and emotional harm or danger, failure 

to ensure adequate supervision including the use of inadequate care-takers or failure to ensure access to 
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appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a 

child/young person’s basic emotional needs. 

Child Sexual Exploitation (CSE) 

The definition of CSE is: 

"Child sexual exploitation is a form of child sexual abuse. It occurs where an individual or group takes advantage 

of an imbalance of power to coerce, manipulate or deceive a child or young person under the age of 18 into sexual 

activity (a) in exchange for something the victim needs or wants, and/or (b) for the financial advantage or increased 

status of the perpetrator or facilitator. The victim may have been sexually exploited even if the sexual activity 

appears consensual. Child sexual exploitation does not always involve physical contact; it can also occur through 

the use of technology." (DfE, Feb 2018) 

Child sexual exploitation involves exploitative situations, contexts and relationships where young people 

receive something (for example food, accommodation, drugs, alcohol, gifts, money or in some cases simply 

affection) as a result of engaging in sexual activities. Sexual exploitation can take many forms ranging from 

the seemingly ‘consensual’ relationship where sex is exchanged for affection or gifts, to serious organised 

crime by gangs and groups. The abuse can be carried out by perpetrators who are female or peers of a 

similar age to the victim and may be perpetrated by an individual or a group. Likewise, incidents can be a 

one-off occurrence or a series of incidents over time. Grooming in CSE is commonplace; please do read 

the information on ‘Grooming and Entrapment’ alongside this section on CSE. 

What marks out exploitation is an imbalance of power in the relationship. The perpetrator always holds 

some kind of power over the victim which increases as the exploitative relationship develops. Sexual 

exploitation involves varying degrees of coercion, intimidation or enticement, including unwanted pressure 

from peers to have sex, sexual bullying including cyberbullying and grooming. However, it also important 

to recognise that some young people who are being sexually exploited do not exhibit any external signs 

of this abuse. Sexual exploitation can be very difficult to identify. Warning signs can easily be mistaken for 

'normal' teenage behaviour. Young people who are being sexually exploited may: 

 Be involved in abusive relationships, intimidated and fearful of certain people or situations 

 Hang out with groups of older people, or antisocial groups, or with other vulnerable peers 

 Associate with other young people involved in sexual exploitation 

 Get involved in gangs, gang fights, gang membership 

 Have older boyfriends or girlfriends 
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 Spend time at places of concern, such as hotels or known brothels 

 Not know where they are, because they have been moved around the country 

 Go missing from home, care or education. 

It is important to recognise that CSE is a form of child sexual abuse.  It may not always involve physical 

contact and the may occur through the use of wider forms of 'technology' and online.  

SIGNS AND SYMPTOMS OF CHILD ABUSE 

Signs you may notice: 

• withdrawn 

• suddenly behaves differently  

• anxious  

• clingy  

• depressed  

• aggressive  

• problems sleeping  

• eating disorders  

• wets the bed  

 

• soils clothes  

• takes risks  

• misses school  

• changes in eating habits  

• obsessive behaviour  

• nightmares  

• drugs  

• alcohol  

• self-harm  

• thoughts about suicide 

 

 1. NEGLECT 

  

 Appearance / hygiene 

• be smelly or dirty 

• have unwashed clothes 

• have inadequate clothing, e.g. not having a winter coat 

• seem hungry or turn up to school without having breakfast or any lunch money 

• have frequent and untreated nappy rash in infants 

 

 Health & Development issues 

• untreated injuries, medical and dental issues 

• repeated accidental injuries caused by lack of supervision 

• recurring illnesses or infections 

• not been given appropriate medicines 

• missed medical appointments such as vaccinations 
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• poor muscle tone or prominent joints 

• skin sores, rashes, flea bites, scabies or ringworm 

• thin or swollen tummy 

• anaemia 

• tiredness 

• faltering weight or growth and not reaching developmental milestones (known as failure to thrive) 

• poor language, communication or social skills 

 

Housing 

• living in an unsuitable home environment (eg not having any heating) 

• left alone for a long time 

• taking on the role of carer for other family members 

 

2. EMOTIONAL ABUSE 

There often aren’t any obvious physical symptoms of emotional abuse or neglect but you may spot signs 

in a child's actions or emotions. 

Changes in emotions are a normal part of growing up, so it can be really difficult to tell if a child is being 

emotionally abused. 

Babies and pre-school children who are being emotionally abused or neglected may: 

• be overly-affectionate towards strangers or people they haven’t known for very long 

• lack confidence or become wary or anxious 

• not appear to have a close relationship with their parent, e.g. when being taken to or collected 

from nursery etc. 

• be aggressive or nasty towards other children and animals. 

 

Older children may: 

• use language, act in a way or know about things that you wouldn’t expect them to know for their 

age 

• struggle to control strong emotions or have extreme outbursts 

• seem isolated from their parents 

https://www.nhs.uk/conditions/Anaemia-iron-deficiency-/Pages/Introduction.aspx
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• lack social skills or have few, if any, friends 

 

3. SEXUAL ABUSE 

Stay away from certain people 

• they might avoid being alone with people, such as family members or friends 

• they could seem frightened of a person or reluctant to socialise with them. 

 

Show sexual behaviour that's inappropriate for their age 

• a child might become sexually active at a young age 

• they might be promiscuous 

• they could use sexual language or know information that you wouldn't expect them to. 

 

Have physical symptoms 

• anal or vaginal soreness 

• an unusual discharge 

• sexually transmitted infection (STI) 

• pregnancy 

 

SOURCE: https://www.nspcc.org.uk/preventing-abuse/ 

  

https://www.nspcc.org.uk/preventing-abuse/
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APPENDIX 3 

Arrangements for dealing with peer-on-peer abuse and allegations  

 

Most instances of pupils causing harm to each other will be dealt with under the school’s Anti-bullying and 

Behaviour Policies. However, all staff should be aware that safeguarding concerns can arise as a result of 

conduct by a pupil towards another; referred to as peer-on-peer abuse. Examples of pupils’ conduct 

towards each other that could raise safeguarding concerns are:  

• Bullying (including cyberbullying)  

• Physical violence such as hitting, kicking, biting or otherwise causing physical harm  

• Sexual violence, such as rape, assault by penetration and sexual assault  

• Sexual harassment, such as sexual comments, remarks, jokes and online sexual harassment  

• Upskirting, which typically involves taking a picture under a person’s clothing without them 

knowing 

• Youth produced sexual imagery (sexting)  

• initiation/hazing types violence and rituals.  

 

Peer-on-peer abuse often manifests itself differently for boys than it does for girls. For example, girls seem 

to be at greater risk of sexual assault and/or exploitation whereas boys seem to be at greater risk of 

physical gang-related violence and serious youth violence. Pupils with Special Educational Needs or 

Disabilities are particularly vulnerable to peer-on-peer abuse. Sexual violence and sexual harassment can 

occur between students of any age and sex. However, staff should be aware that some groups are at 

greater risks than others. Girls and students with SEND are more likely to be victims of these types of 

abuse. Sexual violence includes acts such as sexual assault, assault by penetration, and rape. A key feature 

of such acts is that the sexual activity takes place without the consent of the victim. Consent can only be 

given if an individual has the freedom and capacity to choose to participate in a sexual act.  

 

Sexual harassment refers to ‘unwanted conduct of a sexual nature’ and can occur online and offline. Sexual 

harassment is likely to: violate a child’s dignity, and/or make them feel intimidated, degraded or humiliated 

and/or create a hostile, offensive or sexualised environment. Sexual harassment can take a wide variety of 

forms:  

• Sexual comments e.g. making lewd comments or sexual remarks about a person’s clothes or 

appearance, using sexualised names etc  

• Sexual “jokes” or taunting  
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• Physical behaviour e.g. deliberately brushing against someone, interfering with clothing, displaying 

pictures, drawings or photos of a sexual nature  

 

Online harassment e.g. non-consensual sharing of images and videos, unwanted sexualised comments and 

messages, including on social media. This type of harassment may be standalone, or part of a wider pattern 

of sexual harassment and/or sexual violence  

 

Schools have an important role in developing pupil understanding of what constitutes peer-on-peer abuse 

and instilling behavioural norms that minimise the risk of it taking place. Staff should also be aware of the 

importance of:  

• Enforcing the explicit rules 

• Implementing in a consistent way its Behaviour Policy  

• Being clear that sexual violence or sexual harassment is abusive behaviour and is unacceptable  

• Implementing the school’s anti-bullying strategy and promoting the Wellington values.  

Other strategies in place to prevent the occurrence of peer-on-peer abuse include:  

• Providing developmentally appropriate wellbeing, or other, lessons which develop pupil 

understanding of acceptable behaviour 

• Systems for any pupils to raise concerns with staff, knowing that they will be listened to, believed 

and valued  

• Delivering targeted work on assertiveness and keeping safe for those pupils identified as being 

potentially vulnerable 

• Having robust supervision arrangements, particularly for those in boarding  

 

If an allegation of peer-on-peer abuse has been made the DSL must be informed as soon as possible. A 

pupil against whom an allegation of abuse has been made may be suspended during the subsequent 

investigation and the school’s policies on behaviour and discipline will apply. Both the victim and the 

perpetrator will be treated as being at risk and safeguarding procedures in accordance with this policy will 

be followed. The DSL as part of these procedures will produce a risk assessment which will consider the 

needs of all those involved (victim, perpetrator and other pupils at the school) and the measures that need 

to be taken to protect and keep them safe. When compiling the risk assessment appropriate weight will 

be given to: the wishes of the victim; the nature of the alleged incident; the ages of those involved; whether 

the incident was an isolated one or part of a pattern; any power imbalance between the victim and 

perpetrator; any ongoing risks to the victim and other pupils; and any relevant contextual factors.  
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APPENDIX 4 

Managing Allegations against Staff  

Allegations and complaints against staff can be minimised by having:  

• Safer recruitment strategies in place  

• Appropriate induction and training  

• Open and transparent safeguarding ethos  

• Professional code of conduct  

• Regular briefing and discussion of safeguarding issues  

• Ensuring that children are aware of safeguarding issues through the curriculum, eg. PSHE  

An allegation is any information which indicates that a member of staff/volunteer may have:  

• behaved in a way that has harmed a child or may have harmed a child;  

• possibly committed a criminal offence against or related to a child; or  

• behaved towards a child or children in such a way that indicates he or she would pose a risk if 

harm if they worked regularly or closely with a child.  

This applies to any child the member of staff/volunteer has contact with in their personal, professional or 

community life.  

When an allegation is received:  

• Take the matter seriously and keep an open mind.  

• Do not investigate  

• Do not promise confidentiality to the informant  

• Make a written record of the allegation using the informant's words (including time, date and place 

where the alleged incident took place, what was said and anyone else present; sign and date)  

• If the concerns are about the Master, then the Chair of Governors or the Vice Chair should be 

contacted, in the absence of the Chair.  

• Decisions must not be made without a discussion with the Designated Safeguarding Lead (DSL) 

• Make a written record of discussions with DSL and others  

• Make sure DSL has full details of the person against whom a concern has been raised and the 

person who is the subject of the concern  
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ALLEGATIONS ABOUT MEMBERS OF STAFF AND VOLUNTEERS 

 

Guidance for Staff 

Guidance is given to staff to be circumspect about placing themselves in situations which may:  

• Put themselves or their pupils at risk of harm 

• Give rise to allegations of abuse.  

 

To reduce the risk of allegations, staff should be aware of safer working practices and should be familiar 

with the detailed guidance on acceptable behaviour and actions contained in the Staff Code of Conduct. 

Specific information about protecting themselves is given in individual staff inductions and in safeguarding 

training. Particular care should be taken where staff have one-to-one meetings with pupils, or where they 

work in a boarding house.  

 

The following procedures will be used where it is alleged that a member of staff or volunteer has:  

• Behaved in a way that has harmed a child, or may have harmed a child 

• Possibly committed a criminal offence against or related to a child 

• Behaved towards a child or children in a way that indicates he or she would pose a risk of harm 

to children.  

These procedures aim to strike a balance between the need to protect pupils from abuse and the need 

to protect staff and volunteers from false, malicious or unfounded allegations.  

 

Reporting an allegation about staff  

If an allegation is made about staff that appears to meet the criteria outlined above, the matter should be 

reported immediately to the DSL.  

 

Should the allegation involve the DSL or DDSL then the matter should be reported to the Master. 

 

If the allegation involves the Master then the matter should be reported to the governor responsible for 

safeguarding; Helen Kavanagh (nominated Governor for safeguarding).  

 

Allegations about a governor should be reported to the nominated safeguarding governor.  
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Action to be taken by the DSL (or case manager)  

All allegations must be dealt with as a priority so as to avoid delay. The DSL (or case manager) will 

immediately discuss the matter with the Master before further action is taken. The DSL (or case manager) 

may also consult with the governor responsible for safeguarding or WCC safeguarding lead. Only then 

will an attempt will be made to investigate the allegation. The purpose of the initial discussion between 

the case manager is to consider the nature, content and context of the allegation and agree a course of 

action. All discussions should be recorded in writing.  

 

The initial sharing of information and evaluation may lead to a decision that no further action is to be 

taken in regard to the individual facing the allegation or concern, in which case this decision and a 

justification for it will be recorded by the DSL (or case manager) and agreement reached on what 

information should be put in writing to the individual concerned and by whom.  

 

In situations where a person is deemed an immediate risk to children or where there is evidence of a 

possible criminal offence, the DSL (or case manager) may, in consultation with the Master, request input 

from the education bureau from the outset.  

 

Disclosure of information 

The DSL (or case manager) will inform the accused person of the allegation as soon as possible after the 

Master has been consulted. The parents of the pupil involved will be informed of the allegation as soon as 

possible if they do not already know of it. Parents will be kept informed of the progress of the case, 

including the outcome of any disciplinary process. The timing and extent of disclosures, and the terms on 

which they are made, will be dependent upon and subject to the laws on confidence and data protection.  

 

Confidentiality 

The school will make every effort to guard the privacy of all parties during and after an investigation into 

an allegation. It is in everyone’s best interest to maintain this confidentiality to ensure a fair investigation 

with minimum impact for all parties. A breach of confidentiality will be taken seriously and may warrant 

its own investigation.  

Malicious allegations  

If an allegation by a pupil is shown to have been deliberately invented or malicious, the Master will consider 

whether to take disciplinary action against the pupil in accordance with the school Behaviour and Discipline 

Policy. If a parent has made a deliberately invented or malicious allegation the Master will consider whether 
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to require that parent to withdraw their child or children from the school. Whether or not the person 

making the allegation is a pupil or a parent (or other member of the public), WCC reserves the right to 

contact the police to determine whether any action might be appropriate.  

Record keeping and references  

Details of allegations that are found to be malicious will be removed from personnel records. For all other 

allegations, a comprehensive summary of the allegation, details of how the allegation was followed up and 

resolved, and a note of any action taken will be kept on the employee’s file. A copy of this summary will 

be provided to the individual concerned. Such records will be retained.  

Dismissals and resignations  

If an allegation is substantiated and the member of staff is dismissed because they are unsuitable to work 

with children, or would have been had the person not resigned, a report to the Disclosure and Barring 

Service, or equivalent, will be made promptly and in any event within one month of the person leaving the 

College. Any such incidents will be followed by a review of the safeguarding procedures, with a report 

being presented to the SAB.  

 

If a member of staff tenders his or her resignation, or ceases to provide his or her services, any child 

protection allegations will still be followed up in accordance with this policy and a referral will be made 

to the Disclosure and Barring Service, or equivalent, as soon as possible (within one month).  
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Flowchart for the initial management of allegations about staff or volunteers  
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Key issues to note:  

• Priority should be given to resolving the matter as soon as possible (usually within one month)  

• Staff should not be automatically suspended  

• Allegations found to be unfounded or malicious should be removed from personnel records  

• Pupils making malicious allegations should face appropriate sanctions  

To be considered under these guidelines, the allegation must meet the following criteria.  

The person must have:  

• behaved in a way that has harmed a child or may have harmed a child;  

• possibly committed a criminal offence against or related to a child; or behaved towards a child or 

children in such a way that indicates he or she would pose a risk if harm if they worked regularly 

or closely with a child.  

Actions to be agreed:  

• What further information is required?  

• Whether any immediate action needs to be taken to protect pupils  

• When and what should the parents be told  

• What should be said to the adult facing the allegation?  

• Whether suspending the member of staff is required  

• Suspension should not be an automatic response  

Suspension should only be considered where:  

• children are at risk of serious harm where the concern is so serious that it would result in 

immediate dismissal 

• The reason for suspension must be communicated to the person in writing within one day 

• Alternatives to suspension might include alternative work, the deployment of another adult to 

work alongside the accused person, moving the children or reallocating the classes involved.  

Possible outcomes of the initial discussion:  
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• Strategy Meeting (sometimes called a 'Management Planning Meeting') normally held within three 

days  

• Referral to local education bureau or Police for investigation  

• No further action (NFA)  

In the case of NFA, the school should then decide how to proceed further, which may include internal 

disciplinary action. Informal action should be resolved within in a timely fashion. Most cases should be 

concluded with one month.  

Any school investigation should be undertaken by a senior member of staff, HR professional and 

occasionally an independent person; e.g. WCC safeguarding lead.  

After consulting the DSL, the accused person should be told about the allegation. The person should be 

told about the likely courses of action. The school should appoint a named person to offer support to the 

affected person.  

It is important that confidentiality is maintained. It is helpful to consider how to manage speculation, leaks 

and gossip. No information should be offered to the media nor should any details be published that would 

identify any person under investigation, unless or until the person has been charged with an offence.  

Outcome of Allegations  

The outcome of allegation investigations should be typically identified as one of the following:  

Outcome Type  Definition  
Action after 

investigation  
Recording  

Substantiated  

There is sufficient 

evidence to prove the 

allegation.  

Discussion with HR 

and/or other 

professionals, about 

referral to DBS and/or 

Disciplinary Hearing  

There should be a clear and 

comprehensive summary of the 

allegation, details of how the 

allegation was followed up and 

resolved, and a note of any action 

taken and decisions reached. This 

should be kept in the confidential 

personnel file of the accused, and a 

False  

There is sufficient 

evidence to disprove 

the allegation.  

Where the allegation is 

found to be false, 

unsubstantiated, or 
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Unsubstantiated  

This is not the same as 

a false allegation. It 

means that there is 

insufficient evidence to 

prove or disprove the 

allegation. The term, 

therefore, does not 

imply guilt or 

innocence.  

malicious, the 

information should not 

be included in any 

reference.  

copy provided to the person 

concerned  

The record should be retained at 

least until the accused has reached 

normal pension age or for a period 

of 10 years from the date of the 

allegation if that is longer.  

Malicious  

There is sufficient 

evidence to disprove 

the allegation and there 

has been a deliberate 

act to deceive.  

Details of allegations that are found 

to have been malicious should be 

removed from personnel records.  

In addition, there is a further outcome type (unfounded) which schools may wish to use, after liaison with 

their HR/ advisors.  

*Unfounded: there is no evidence or proper basis which supports the allegation being made. It might 

also indicate that the person making the allegation misinterpreted the incident or was mistaken about 

what they saw. Alternatively, they may not have been aware of all the circumstances;  
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APPENDIX 5 

Use of Reasonable Force 

 

On a rare occasion, a staff member may have to make a physical intervention to a pupil that is not expected. 

Members of staff should only do this: 

 

• When action is necessary in self-defence or because there is an imminent risk of injury 

• When there is a developing risk of injury, or significant damage to property 

 

Examples of such situations are: 

• A child attacks a member of staff, or another child 

• Pupils are fighting 

• A Pupil is causing, or at risk of causing, injury or damage by accident, by rough play, or by misuse of 

dangerous materials, substances or objects 

• A pupil is or appears to be under the influence of alcohol or illegal substances 

• A pupil absconds from school (this will only apply if a child would be at serious risk if not kept in school) 

 

Physical intervention can take a number of forms. It might involve staff: 

• Physically interposing between children 

• Blocking a child’s path 

• Leading a child by the arm 

• Shepherding a child away by placing a hand in the centre of the back or (in extreme circumstances) 

using more restrictive holds, including holding, pushing and pulling Specific adults will be trained 

to restrain any child who may require physical intervention as part of an individual care plan. 

 

In such cases, specific briefings should be given by the appropriate Head of Department and a record 

maintained. Wherever possible, children should be notified that physical intervention is going to happen. 
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APPENDIX 6 

Safeguarding and School Trips 

Keeping children safe is at the heart of everything we do, including the planning and running of extra-

curricular trips, visits and events.  There is a comprehensive package of due diligence, rigorous planning,  

and the assessment of risk before such activities take place that include a separate trip policy, emergency 

procedure planning, checklists around accommodation, finance and parental involvement, as well as a wide 

range of mandatory and specific risk assessments which are centrally held, and available to all.  Staff who 

are responsible for various types of trips and given training at the start of the academic year, and are 

required to gain approval from senior leaders before planning can take place.  All planning documents, 

budgetary considerations and contingencies, checklists, parental communication and risk assessments need 

to be completed by trip leaders and shared with and signed by all staff involved in the trip, after which 

final sign off is completed by the Heads of School and the Second Master or Master of the College.  All 

policies and risk assessments are reviewed regularly to ensure that they are fit for purpose and modelled 

on best practice in the UK and internationally. 

Additional Information: 

• Trip Policy 2019  
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APPENDIX 7 

Example Referral/Concern form 

CONFIDENTIAL 

 
 

Safeguarding Concern Form (SCF) 2020-21 
 

Please use BLACK ink only 

Please complete immediately and hand in person to one of the Safeguarding Team (Toby 

Roundell / Liz Wei / Melissa Meyers / Jan Bennett) 

 

Date of concern:  

 

Who are you? 

Your Name: 

Your telephone number: 

Your Email: 

Who are you concerned about? 

Name (s): 

 

House(s) / Year(s) / Gender(s) / Nationality(s): 

 

 

Full details/ Notes/Records/ Describe your concerns/insert quotes by child / other: 

 

 

 

 

 

 

 

 

 

 

Signature:             

Date: 
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APPENDIX 8 

Laws and Conventions Guiding the Child Protection Policy 

The child protection policy and accompanying procedures are based on local, national and international 

law, including:  

The PRC Minors Protection Law, 2012: Article 5:  

In the protection of minors, the following principles shall be followed: (1) respecting the personal dignity 

of minors; (2) following the laws which govern the minors' physical and mental development and the 

characteristics of such development; and (3) combining education with protection. Standing Committee 

of the National People’s Congress, Law of the People’s Republic of China on the Protection of Minors (2012 

Revision) Order of the President No.65 PRC.  

Anti-domestic Violence Law of the People’s Republic of China, 2015:  

In 2015, a new law was passed (effective March 1st 2016) that protects foreigners and Chinese citizens 

within China’s borders from domestic violence. Two articles of this law have specific implications for 

children and schools:  

Article 14: Schools, kindergartens, medical institutions, residents' committees, villagers' committees, 

social service agencies, aid management agencies, welfare agencies and their staff members shall promptly 

report cases to public security organs if they find, during the course of their work, that persons with no 

civil capacity or persons with limited civil capacity have suffered or are suspected of suffering domestic 

violence. Public security organs shall keep confidential the identity of case reporters.  

Article 35: Where a school, kindergarten, medical institution, residents' committee, villagers' committee, 

social service agency, aid management agency, welfare agency and its staff members fail to report a case 

to a public security organ in accordance with Article 14 herein, resulting in serious consequences, the 

person directly in charge and other persons subject to direct liabilities shall be given disciplinary sanctions 

pursuant to the law by the relevant superior competent department or their own employer. Standing 

Committee of the National People’s Congress, (2015) Anti-domestic Violence Law of the People’s Republic of 

China. Order No.37 of the President, PRC. 
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APPENDIX 9 

MyConcern – How to add and update an entry 

What should NOT go on MyConcern? 

• Any low-level pastoral incident / concern – speak to HM / tutor first (HM’s and tutors should 

record these concerns on OneNote) 

• Any safeguarding concerns about a member of staff – speak / communicate with DSL or Deputy 

DSL or anything which you are ‘self-reporting’ 

What should you report on MyConcern? 

Any issue which concerns you about a pupil or an incident you have witnessed. This might include: 

• Concerns about a pupil being anxious, depressed, showing different behaviour – a subtle change 

over time or a rapid change 

• A significant pastoral concern such as a friendship difficulty, inability to form good relationships 

with peers 

• Any safeguarding concern – mental health issues, self-harm, suicidal ideation, eating disorder, 

abuse, drugs, inappropriate behaviour, bullying and peer on peer abuse of any sort, alcohol use, 

inappropriate use of online technology including accessing pornography, gambling, criminal activity 

of any sort etc.  

• Home issues – parental divorce, significant illness, parental mental health concerns, lack of 

supervision, family member in prison 

• Witnessing or overhearing nasty comments about a pupil / seeing another pupil being unkind to 

another 

• A safeguarding “event” – finding pupils in a compromising situation, a member of the public 

trespassing or accessing area of the College that they are not allowed, a significant accident. An 

event does not have to have a pupil assigned to it (especially if you are uncertain who the pupil 

might have been – it is more important to report what you saw) 

How to report a concern 

• Log in at https://www.myconcern.education. Alternatively you can click on the myconcern icon 

on the school homepage for staff here. 

• Click on “Report a Concern” 

• Fill in the details on the “Report a Concern” page, remembering these important points: 

https://www.myconcern.education/
https://wcishanghai.sharepoint.com/tj/Intranet/SitePages/Home.aspx
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• The concern summary should be brief – a couple of words only. Eg. “Injury to right leg”; “Bullying”; 

“Possible drugs use” 

• The concern should ALWAYS be sent to Toby Roundell – the DSL. He is the 

gatekeeper of all cases and will assign the case to others where necessary 

• The details of the concern box should contain ALL details, specifically names, times, places – as 

much detail as you have about the pupil / event /situation 

• Action taken – what you did or are doing; this might just be as simple as “reporting the incident 

on MyConcern”; it might also include more detail – a care plan, referrals to outside agencies (eg 

a counsellor) – whatever action that has been taken which is relevant 

• Attachment – you can attach documents to the entry. It might be a copy of some hand written 

notes, a piece of work that a pupil has written that you are concerned about, something which 

you have found (eg a note / piece of paper which is concerning) 

• When you are happy, press “submit concern” 

How to update a concern 

• Log in at https://www.myconcern.education. Alternatively you can click on the myconcern icon 

on the school homepage for staff here. 

• Click on “Update a Concern” 

• Click on the concern that you wish to update 

• Click Chronology tab 

• Click on “Add Concern Update” and fill in the details 

• Attach any files which might need to be added (on the files tab) 

Being a team member and being assigned tasks 

You may be asked to be a “team member” for a case. This will mean that you can contribute to case 

management or may be assigned tasks. This is most likely to be: 

• HMs (almost always) 

• Tutors (sometimes, depending on the case) 

• Matron (sometimes) 

You may be assigned a task. For example “call up parents and ask them to come in for meeting” or “HM 

to update case on the 31/01/19”. If a task has been assigned, you will get an email advising you what you 

need to do. When the task meets the deadline, you will be sent a reminder email to complete the task.  

https://www.myconcern.education/
https://wcishanghai.sharepoint.com/tj/Intranet/SitePages/Home.aspx
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REPORTING A CONCERN FLOWCHART 

CLICK  

 

 

 

CLICK 

 

FILL IN THE PAGE 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

PRESS SUBMIT CONCERN 
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Use the guidance on the staff information sheet to complete the form. Always remember 

to send the concern to Toby Roundell. 

UPDATING A CONCERN FLOWCHART 

CLICK ON ‘MY CONCERNS’ 

 

 

 

 

 

Go to the relevant concern you want to update 

 

 

 

 

 

 

 

 

 

Click “Chronology”  

 

 

 

 

 

Click “Add Concern Update”, fill in the relevant information and click on “add update” when you have 

finished 
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MyConcern Levels of Need  

Levels of need 

After an entry has been made onto MyConcern, a level of need will be assigned to the pupil associated 

with the case. Levels of need may move, depending on the pupil’s circumstances. When a level of need is 

altered, the rationale behind that decision will be recorded on MyConcern. 

The initial level of need will be decided by the DSL, based on the criteria listed below.  

 

 

 

 

 

 

 

 

 

Level  Needs of the pupil Examples of support Other comments 

Low level 
Pastoral 
concern 
(1) 
 
 

This pupil may just need keeping an eye on 
to ensure that a low level concern does not 
develop into a larger issue.  
 
The team around the child (usually taken 
from HM, Tutor, class teacher, DSL / JS 
Lead / Nest Lead PSI group) will speak 
about the pupil at their weekly meetings to 

ensure that there have been no further 
developments.  
 
Examples may be initial concerns 
regarding: 

• Disordered eating or weight 
loss 

• Low level mental health or 
behaviour changes 

• Family circumstances 

• SEN or academic issues  

• Friendship / relationship 
issues 

• Poor sleep 
 

The support offered will be by internal College 
staff and professionals. 
 
The pupil should be offered support by relevant 
individuals. This might be: 

• HM / Class teacher 
• Tutor 

• Counsellor 

• Pastoral & Safeguarding Lead 
• Nurse 

• SEN Lead 

 
The pupil will be discussed as part of the weekly 
pastoral meeting and will be flagged to teaching 
staff as a pupil to be aware of. 
 
The Safeguarding Lead will discuss the pupil at 
their fortnightly meeting with the HM / Class 
teacher 

HM’s should build up a full chronology of the pupil on 
MyConcern, adding any relevant updates as soon as they 
occur. At least monthly, an HM should provide a summary of 
the pupil on MyConcern so that their progress can be 
recorded.  
 
This will enable that the team around the child has relevant 
information to ensure that the pupil receives the right help, at 

the right time, from the right people.   

Higher level 
Pastoral 
concern 
(2) 
 
 

This pupil will need a close eye keeping on 
them and is likely to need access to an 
additional service, usually provided by the 
College, but not exclusively so.  
 
They may be vulnerable individuals who 
are showing early signs of a failure to 
thrive and flourish, either in College or at 
home. Additional help is needed in order 
to enable them to fulfil their potential. 

The support offered will usually be by internal 
College staff and professionals. 
 
The pupil should be offered support by relevant 
individuals. This might be: 

• HM / Class teachers 
• Tutor 

• Counsellor 

• Pastoral and Safeguarding Lead 

The pupil will be discussed in detail at a DSLs weekly 
meetings. Staff will ensure that an appropriate team around 
the child is in place and that appropriate services are 
engaged. A full analysis if any risk factors and vulnerabilities 
will be considered.  
 
It is likely that parents will be aware that there are pastoral 
concerns. 
 

Level 1 

Level 2 

Level 3 

Level 4 
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Level  Needs of the pupil Examples of support Other comments 

 
This pupil will need close monitoring and 
there may be higher level concerns about: 

• Disordered eating or weight 
loss 

• Mental health or behaviour 
changes 

• Family circumstances (eg 
divorce) 

• Significant bereavement 

• Significant ill health within the 
family 

• SEN or academic issues  

• Friendship / relationship 
issues 

• Bullying 

• Sexual harassment 
• Online safety / sexting 

• Peer on peer abuse 

• Attendance at College 
• General social issues / social 

anxiety 
• Gender issues 

  

• Nurse 

• SEN Lead 

• DSL 

 
The pupil will be discussed as part of the weekly 
pastoral meeting and will be flagged to teaching 
staff as a pupil to be aware of. 
 
The Safeguarding lead will discuss the pupil at 
their fortnightly meeting with the HM / class 
teacher 
 
External services may be accessed, if 
appropriate. These might include: 

• Psychologist 

• SEN Support (eg an educational 
psychologist) 

• An external therapist 

• Education Welfare Service  

HM’s / JS Class teacher should build up a full chronology of 
the pupil on MyConcern, adding any relevant updates as soon 
as they occur. At least monthly, an HM should provide a 
summary of the pupil on MyConcern so that their progress 
can be recorded.  
 
This will enable that the team around the child has relevant 
information to ensure that the pupil receives the right help, at 
the right time, from the right people.  
If appropriate relevant pastoral information will be shared 
with SLT and the Master.  

Intensive 
support and 
monitoring 
(3) 
 
 
 

This pupil will require significant support 
due to complex and high-level pastoral 
concerns. Often several areas of 
professional support will be required. 
The pupil is likely to be dealing with 
multiple long-term issues and they need 
support from individuals to ensure that the 
impact of these significant issues are 
minimised as much as possible.  
Issues likely to be within this category of 
concern are: 

• Eating disorder, significant 
weight loss 

• Mental health – severe 
anxiety, depression, suicidal 
ideation 

• Diagnosed mental health 
illness, such as OCD, Bipolar or 
Schizophrenia 

• Repeated online safety 
concerns, sexting 

• Repeated alcohol offences 
• Concerns over illegal 

substances 

• Significant bullying which is 
longer term 

• Dangerous behaviour 

• Serious physical illness / 
disability 

• Gambling or gaming addiction 
• Serious sexual harassment 

• Peer on peer abuse 

• Gender transition / 

reassignment 
• Risky sexual behaviour 
• Death of a parent / sibling 

  

The support offered will include both internal 
and external professionals and agencies. This 
may include: 

• Counselling 
• External psychologist or Psychiatrist 

• External therapists 

• Pastoral and Safeguarding Lead, JS 
and Nest Safeguarding Leads and 
Heads of School 

• Education welfare service 

 
The pupil will be discussed as part of the weekly 
DSL meeting and will be flagged to teaching staff 
as a pupil to be aware of. 
 

The Pastoral and Safeguarding Lead will discuss 
the pupil at their fortnightly meeting with the 
HM. 
 
This pupil will be put onto a College welfare plan 
which will be overseen by the DSL and specialist 
tutoring support will also be offered and 
discussed.  

The pupil will be discussed in detail at DSL group meetings. 
Staff will ensure that an appropriate team around the child is 
in place and that appropriate services are engaged. A full 
analysis if any risk factors and vulnerabilities will be 
considered. 
 
The welfare plan will be reviewed fortnightly.  
 
It is likely that parents will be aware that there are pastoral 
concerns. 
 
HM’s / class teachers should build up a full chronology of the 
pupil on MyConcern, adding any relevant updates as soon as 
they occur. At least fortnightly, an HM should provide a 
summary of the pupil on MyConcern so that their progress 
can be recorded.  
This will enable the team around the child has relevant 
information to ensure that the pupil receives the right help, at 
the right time, from the right people.  
 
The Master and the SLT will be aware of the pupil’s needs. 
The WCC Lead or Safeguarding Governor will be informed.  
 

Significant, 
serious and 
urgent Level 
of Need 
(4) 
 

This pupil is likely to be living in 
circumstances where they are suffering or 
are likely to suffer significant harm, where 
the young person themselves may pose a 
risk of serious harm to others or where 
there are complex needs in relation to 
disability and may require a more specialist 
intervention. 
 

The support offered will include both internal 
and external professionals and agencies to help 
children and their families cope with very 
significant and long term care.  This may include 
a combination of: 

• Therapists / medical professionals 
within an inpatient setting 

• Counselling 
• College / external Psychiatrist 

• External therapists 

The pupil will be discussed in detail at DSL group meetings. 
Staff will ensure that an appropriate team around the child is 
in place and that appropriate services are engaged. A full 
analysis if any risk factors and vulnerabilities will be 
considered. 
 
The welfare plan will be reviewed weekly.  
 
Parents will be aware that there are pastoral concerns and 
will have regular contact with the HM and also the DSL.  
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Level  Needs of the pupil Examples of support Other comments 

The pupil may be accessing more 
specialised services such as residential care 
or hospitalisation. 
 
Issues likely to be in this category of 
concern are: 

• In-patient care for an eating or 
mental health issue 

• Suicide attempt or suicidal 
ideation (requiring psychiatric 
evaluation) 

• Psychiatric assessment for an 

acute mental health concern 
(such as psychosis) 

• Abuse – physical, sexual, 
emotional, neglect 

• Honour based violence: FGM, 
Forced Marriage 

• Sexual violence or assault 
• Radicalisation 

• Absconding, no idea of 

whereabouts 

• Homelessness 

In this level of need, a referral will have 
been made to Children’s Social  

• DSL and Deputy Head (Pastoral) 
involvement 

• Education welfare service 

 
The pupil will be discussed as part of the weekly 
pastoral meeting and will be flagged to teaching 
staff as a pupil to be aware of. 
 
The Deputy Head (Pastoral) will discuss the pupil 
at their fortnightly meeting with the HM. 
 
This pupil will be put onto a College welfare plan 
which will be overseen by the DSL and specialist 
tutoring support will also be offered and 
discussed.  

 
A Child protection plan may be in place and will be monitored 
and overseen by the DSL. 
 
HM’s should build up a full chronology of the pupil on 
MyConcern, adding any relevant updates as soon as they 
occur. At least fortnightly, an HM should provide a summary 
of the pupil on MyConcern so that their progress can be 
recorded.  
This will enable the team around the child has relevant 
information to ensure that the pupil receives the right help, at 
the right time, from the right people.  
 

The Master and the SLT will be aware of the pupil’s needs. 
The WCC Lead and the Safeguarding Governor will be 
informed.  
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ADDITIONAL INFORMATION 

These following documents form part of the College’s overall safeguarding practices and procedures and 

each document reflects our collective aim to ensure the safety and happiness of all the children in 

Wellington College International Tianjin. 

 The Code of Conduct 2020-21 

 The Staff Handbook 2020-21 

 The College Pastoral Handbook  

 The Anti Bullying Policy 

 The Guide to Boarding at Benson  

 The Medical Policy and Guidance  

 The Wellbeing Programme (KS1-4) 

 Health and Safety Policy 

 Whistleblowing Policy 

 Intimate Care Policy 

 WCIT Digital Safety Pack 2020-21 

 Trip Policy 2019 

 WCIT Protocols for Remote Teaching and Learning 2020 

Please log in to https://www.myconcern.education and sign off that you have read, understand 

and will abide by the following in their entirety.  

1 WCIT Safeguarding Policy 2020-21 

2 Staff Code of Conduct 2020-21 

You will find the above in the ‘resources tab’ – ‘local policies’. If you need help please contact 

Angel Li. 

Please ensure that you have also read the following document 

Keeping Children Safe in Education September 2019 (2020) 

 

https://www.myconcern.education/
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