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CHILD PROTECTION POLICY AND PROCEDURE 
(including vulnerable adults) 

 
 
 
1. POLICY 
 

1.1 Background  
 

(i) Lancaster and Morecambe College has a duty to safeguard and 
promote the welfare of learners under the Education Act 2002. 

  
(ii) ‘Working together to Safeguard Children’ (2006) and ‘Safeguarding 

Children and Safer Recruitment in Education (2007), published by the 
DFES, sets out Government guidance on safeguarding children and 
says that all staff in the education service, including those in further 
education Colleges should be aware of the need to alert the relevant 
services when they believe a child has been abused or is at risk of 
abuse. 

 
1.2 Introduction  
 

Lancaster and Morecambe College recognises the contribution it can make 
to safeguard children and vulnerable adults.  Members of staff and learners 
have a role to play in safeguarding their welfare and preventing their abuse. 

 
Children are defined as those under the age of 18. Vulnerable adults are 
defined as over 18 with a reduced capacity to give consent to the disclosure 
of abuse allegations or suspicion due to a mental condition, disability or 
illness. 
 

1.3 Commitment  
  
The College is committed to: 

 
(i) Prevention – by providing a safe environment for children and young 

people to learn in – e.g. robust staff recruitment policies and 
procedures; ensuring safe recruitment in checking the suitability of 
staff and volunteers to work with learners; positive College 
atmosphere; teaching and pastoral support to learners. 
  

(ii) Protection – identifying those who may be at risk of abuse by following 
agreed procedures; ensuring staff are trained and supported to 
respond appropriately and sensitively to safeguarding concerns. 
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(iii) Support – to learners and staff and to children who may have been 
abused.  By taking appropriate action to see that they are safe both at 
home and in the College, whilst placing the welfare of the individual at 
the centre of any action taken. The College will endeavour to provide 
support through: 

 
• the curriculum to encourage self-esteem and self-motivation 
• the College culture, which promotes a positive, supportive and 

secure environment and which gives all learners and adults a 
sense of being respected and valued 

• a consistent approach 
• work with other professionals and agencies who support the 

learners and their families 
• a commitment to develop productive, supportive relationships 
• the development and support of a responsive and 

knowledgeable staff group trained to respond appropriately in 
safeguarding situations. 

 
1.4 What is Child Abuse?  
 

It can involve any one or more of the following: 
 
• Neglect 
• Physical Injury 
• Sexual Abuse 
• Emotional Abuse 
 
See Appendix 1 for definitions 

 
1.5 Responsibilities  
 

(i) Lancaster and Morecambe College will work together with the 
Lancashire Safeguarding Children Board (LSCB) and comply with their 
procedures. It recognises that it has a responsibility towards children 
attending or visiting the College to safeguard and promote their 
welfare and to take appropriate decisions about how this can be 
achieved. This also includes careful consideration that children are not 
put at risk on work placements or educational visits. It is not the 
College’s responsibility to investigate abuse. Nevertheless, it has a 
duty to act if there is a cause for concern and to notify the appropriate 
agencies so that they can investigate and take any necessary action. 

 
(ii) All staff working with or on behalf of children have a responsibility to 

protect children, although key people have specific responsibilities (the 
Designated Senior Person and the Deputy Designated Senior Person). 

  
(iii) The College should consider the implications of any issue raised and 

should consider whether it is necessary to take further action itself and 
/ or to review or amend its procedure. 
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(iv) The nominated person with responsibility for child protection (the 
Designated Senior Person – DSP) will be a senior member of staff, 
who is responsible for: 

 
• Overseeing the referral of cases of suspected abuse or 

allegations to Lancashire Children’s Social Care Services 
(formerly Social Services) and / or Police 

• Providing advice and other support to staff on issues relating to 
safeguarding children 

• Maintaining a proper record of any safeguarding children 
referral, complaint or concern (even where that concern does 
not lead to a referral) 

• Ensuring that parents of children and young people within the 
College are aware of the College’s safeguarding children policy 
(statement included in Prospectus and other appropriate 
literature) 

• Liaising with the Children’s Integrated Services Child Protection 
Officer (Education), LSCB and other appropriate agencies 

• To ensure that appropriate arrangements are made for the 
pupils from secondary schools who send pupils to the College 

• Ensuring that appropriate safeguards are put in place with 
employers and training organisations that receive learners from 
the College on long term placements 

• Ensuring that staff receive basic training in safeguarding 
children issues and are aware of College safeguarding 
procedures 

• Providing an annual report to the Corporation setting out how 
the College has discharged its duties 

• Reporting deficiencies in procedure or policy identified by the 
LSCB (or others) to the Corporation at the earliest opportunity 

 
1.6 This policy applies to all staff, Governors  and volunteers and everyo ne 

else working on College  premises  
 

1.7 This policy should be considered alongside other related policies. 
These are (for example):  

 
• Code of conduct 
• Bullying and harassment 
• Learning support 
• Health and safety 
• Recruitment and selection of staff 
• Equality, diversity and inclusion 
• Whistleblowing and Security 
• Discipline/Exclusion 

 
 
 
 
 
2. PROCEDURE FOR DEALING WITH SUSPICIONS OR ALLEGATIONS OF CHILD 

ABUSE 
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2.1 Introduction  
 

(i) It is important that children (anyone under 18) are protected from 
abuse. The same principle applies to vulnerable adults. All complaints, 
allegations or suspicions must be taken seriously. 

  
(ii) This procedure must be followed whenever abuse is suspected, or an 

allegation of an incident of abuse has been made. 
 
(iii) This procedure covers allegations of abuse by any person including 

allegations against members of staff. 
 
(iv) Learners with behavioural difficulties and disabilities are often 

vulnerable to abuse. Staff who work, in any capacity, with learners with 
profound and multiple disabilities, sensory impairment and / or 
emotional and behaviour problems will need to be particularly sensitive 
to signs of abuse. Particular attention may have to be given to learners 
with speech impediments as these can make communication difficult 

 
(v) It must also be stressed that in a home environment where there is 

domestic violence, drug or alcohol abuse, children may also be 
particularly vulnerable and in need of support or protection 

 
(vi) The College recognises that people who are abused or witness 

violence may find it difficult to develop a sense of self worth. They may 
feel helplessness, humiliation and some sense of blame. The welfare 
of the individual is paramount. 

 
2.2 Responding to an a llegation   
 

(i) If a student discloses significant personal problems to a member of 
staff, they should be acknowledged and taken seriously 

 
(ii) If you think a student is going to make a disclosure you may wish to 

say something like this: 
 

“If you tell me about a situation where there is a serious risk of harm to 
you or someone else I can’t guarantee I can keep this information to 
myself and may have to pass it on to a College Manager” 

  
(iii) The person may choose not to continue: 
 

If this is the case encourage them to see one of the College 
counsellors (who work to a specific set of confidentiality guidelines – 
see 2.3). Arrange for them to use a privately located telephone for 
helpline support (see useful contacts – section 7) 

 
 
 
(iv) If the person chooses to continue: 
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• Listen carefully to what is being said 
• Keep questions to a minimum, just to clarify what is being said 
• Avoid leading questions or comments (just repeat back what 

you have heard to check you have understood) 
• Don’t be judgemental 
• Reassure the person that they are right to tell 
• Tell the person what you are going to do next and assure them 

they will be kept informed of all developments 
• Explain that you may have a legal obligation to pass the 

information on to protect both them and possibly other 
members of the family and the public (see 2.3) 

 
(v) You should never: 

 
• Investigate, suggest or probe for information 
• Make promises about confidentiality or keeping secrets 
• Speculate or accuse anybody or confront another person 

allegedly involved 
• Jump to conclusions or offer opinions 
• Assume someone else will take responsibility 
• Fail to pass the information on the Designated Senior Person 

 
(vi) Make a full record of the nature of the allegation and any other 

relevant information including (see Appendix 3 for template):   
 

• the contact details of the learner making the allegation 
• the date and time of report 
• names of those present during the allegation/disclosure 
• date, time and place of the alleged abuse 
• name of the person who has allegedly been abused if different 

from the above 
• an account of the allegation 
• nature of the alleged abuse 
• a description of any injuries observed (if applicable) 

 
(vii) The allegation should be reported to the DSP as soon as possible or in 

any event within 24 hours, all records and notes should be passed on 
(no duplicates should exist). The information must be treated with 
strictest confidence – the need to know basis must be employed. The 
DSP then decides what further action should be taken.  The DSF will 
adhere to LCC and CAF guidance. 

 
(viii) The DSP with responsibility for safeguarding is the Senior Manager 

with responsibility for Student Services (Director of Learning and 
Development). She can be contacted by telephoning extension 295. In 
the absence of the DSP, please contact the other Designated Person - 
the Deputy Principal (extension 293). 

  
(ix) If you are unsure as to whether the matter is a child protection issue, 

the Student Services Manager and the Senior Counsellor can be 
contacted for initial discussion. 
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(x) The College has no investigative role in child protection, but the DSP 
makes the final decision as to whether the allegation is reportable or 
not. If the allegation is reportable then the DSP must report the matter 
to the Children’s Integrated Services Team in the learner’s usual area 
of residence. (Unless it is an allegation against a member of staff, in 
which case any referral is made to Lancashire’s Safeguarding Co-
ordinator or the Lancashire Local Authority Designated Officer.  If 
necessary anonymous advice can be sought initially as to whether a 
formal referral needs to be made. 

 
(xi) The DSP considers the information and whether dealing with ‘risk’ or 

‘need’ (refer to Lancashire County Council’s guidelines in Child 
Protection Information Pack Appendix 2).  The DSP should discuss 
with the social services department (children’s social care) what action 
should be taken. This should include a decision as to whether it is 
necessary to inform the parents of the young person. A record should 
be made of the conversation to include the name of the duty Child 
Protection Officer/social worker who took the call. 

 
(xii) The DSP must notify the Principal as soon as is practicable and in any 

event within 24 hours 
 

(xiii) This procedure should protect staff from malicious allegations as well 
as protecting individuals from abuse. If you feel upset by any 
disclosure please speak to the Personnel Manager on extension 303 
who will be able to offer support and help. Alternatively, you may wish 
to contact the College Counselling Service on extension 220. 

 
2.3       Confidentiality  
 

(i) Promises of confidentiality should not be given as the matter may 
develop in such a way that these cannot be honoured 

 
 N.B. Lancaster and Morecambe College would support and encourage 

a young person to make a consensual report of abuse but would not 
take any steps which could be considered as forcing a young person 
to make a disclosure 

  
(ii) As far as possible any action taken should be at the student’s request. 

Staff should try to avoid disempowering the student further by 
misusing their power to intervene in the situation and assure them that 
the matter will only be discussed with people who need to know.  (The 
information must be passed on to the DSP/Childrens Integrated 
Services [CIS]). 

 
(iii) Any member of staff involved in a situation where there is a 

safeguarding issue may wish to seek support themselves from the 
College counselling service. If necessary they can talk through a 
situation without identifying the student. 

 
(iv) The College counsellors work to the British Association of Counselling 

and Psychotherapy (BACP) code of ethics and practice and BACP 
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confidentiality guidelines for College counsellors in further education 
and sixth form Colleges. College counsellors use their professional 
judgement in considering whether any action would protect the young 
person’s welfare or exacerbate the problem. The counsellors 
confidentiality agreement with a client allows them to break 
confidentiality in exceptional circumstances, with or without the 
learners consent if necessary where: 

 
• there is a risk of the student seriously harming themselves or 

being harmed 
• there is a serious risk of another person being harmed 
• there is a risk of a serious crime being committed 

 
(v) College counsellors can support a student in dealing with disclosure 

and the emotional distress associated with abuse.  
 
3.    ALLEGATIONS ABOUT A MEMBER OF STAFF  
 

Lancaster & Morecambe College will follow procedures laid down by Lancashire 
County Council and Local Children’s Safeguarding Board (Appendix 3), but here is 
a summary: 
 
(i) Any suspicion, allegation or actual abuse of a child by a member of staff 

must be reported to the DSP as soon as possible. If within 24 hours of the 
initial concern arising it has not been possible to contact the DSP the matter 
must be reported to the Deputy DSP, the Deputy Principal on extension 293. 
  

(ii) On being notified of any such matter the DSP shall: 
 

• notify the Principal 
• take such steps as s/he considers necessary to ensure the safety of 

the child in question and any other child who might be at risk 
• report the matter to the Children’s Integrated Services |(CIS)/Local 

Authority Designated Officer.  
• ensure that a report of the matter as set out in 2.2 (vi) is completed by 

the person who reported the original concern 
 

(iii) If the DSP is the subject of the allegation or complaint the matter must be 
reported to the Principal. 
  

(iv) If a complaint has been made against the Principal, the Chair of Governors 
will deal with it 

 
(v) Any disciplinary investigation will be conducted in accordance with College 

disciplinary procedures. 
 
 
4.    WRITTEN RECORDS 

 
(i) The DSP shall retain a copy of: 
 

• the report 
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• any notes, memoranda or correspondence dealing with the matter 
• any other relevant material 

 
(ii) The DSP will make a judgement on a case by case basis about which staff 

need to know what and for what purpose, about a student. 
 
(iii) Copies of report, notes, etc., should be kept securely locked at all times in 

room B215. 
 
(iv) According to current guidance, records should be kept until the person’s 

twenty-fifth birthday. 
 
5. TRAINING 
 

Safeguarding and Child Protection will be covered at Induction for all new staff and 
training will be provided at least every three years, as appropriate, to members of 
staff to ensure that they are aware of these procedures and specialist training will 
be provided for the DSP and other DPs with safeguarding responsibilities every two 
years. 

 
6.  CHILD PROTECTION CONFERENCE 
 

Normally, the DSP (or Deputy DSP) will be invited to a case conference on a 
student. 

 
7.  REVIEW AND MONITORING OF THESE PROCEDURES 
 

It will be the responsibility of the Director of Development (Learners and Curriculum) 
and the Deputy Principal to review and monitor the procedures and to seek advice 
of the LSCB and to bring about a change in the procedures if necessary. 

 
8. USEFUL SUPPORT CONTACTS 
 

• College Counselling Service  
  Telephone: 01524 521220 
 

• NSPCC – 
Freephone 0800 800 500 (24 hours a day, 7 days a week). www.nspcc.org 
Helpline staffed by social workers offering support information and advice to 
anyone concerned about child abuse. Guidance can be sought on an 
individual basis 

 
• Childline  
      Freephone 0800 1111 (24 hours a day, 7 days a week).  

Confidential helpline for children and young people who are in danger or 
have any kind of problem 

 
• Childwatch   

01482 325552 (Monday – Friday 9.00 a.m. – 5.00 p.m.)  
Telephone counselling for young people and adults. 

 
• Public Protection Team 
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Police Station, Morecambe Telephone 01524 596950 
 

• Samaritans 
Telephone 08457 909090 or e-mail jo@samaritans.org 
24 hour helpline 

 
• College and University  Support Network (CUSN) 

08000 329952 – www.cusn.info 
Range of free support services to all staff working in HE and FE 

 
• Lancashire County Council (Safeguarding Unit) 

Vacancy 
Mary Aurens – M.aurens@lancashire.gov.uk 
Telephone: 01772 532634 
 

• Appendix 4 – Summary Flowchart for Lancaster & Morecambe College staff. 
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DEFINITION / INDICATORS OF ABUSE  
 
Signs of possible child abuse  
 
It is important to remember that lists such as the one below are neither completely 
definitive or exhaustive. The information in such lists has to be used in the context of the 
child’s whole situation and in combination with a range of other information related to the 
child and his / her circumstances. 
 
There can be no overlap between all the different forms of child abuse and all or several 
can coexist. 
 
N.B.  The College does provide services for a number of children (Nursery; Sports 
activities; European Week) and therefore this list covers all ages from pre-school upwards. 
 
1. Physical abuse  
 

1.1 Definition 
 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning, 
scalding, drowning or suffocating, or otherwise causing physical harm to a 
child. It may be done deliberately or recklessly, or be the result of a deliberate 
failure to prevent injury occurring. It can also occur when a parent or carer 
fabricates the symptoms of or deliberately induces ill-health to a child. 
 
Possible signs of physical abuse 

 
•        Unexplained injuries bites bruises or burns, particularly if recurrent 
•        Parental refusal to discuss or inconsistent explanations offered 
•        Untreated illnesses or lingering injuries or delay in reporting them 
•        Excessive physical punishment 
•        Arms and legs kept covered in hot weather 
•        Shrinking from physical contact 
•        Fear of returning home or parents contacted 
•        Fear of undressing 
•        Fear of medical help 
•        Aggression/bullying towards others 
•        Running away 
•        Unexplained pattern of absences which may serve to hide injuries 
•        Overly-compliant behaviour or watchfulness 
•         Significant behavioural change without apparent explanation 

 
    When considering the possibility of non-accidental injury it is important to 

remember that the injuries may have occurred for other reasons, e.g. genuine 
accidents or medical disorders. 

 
 
 
 

 
2 Neglect  

Appendix 1 
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2.1 Definition 
 

Neglect is the persistent or severe failure to meet a child or young person’s 
basic physical or psychological needs, likely to result in serious impairment of 
the child’s health or development. Neglect may occur during pregnancy as a 
result of maternal substance misuse. It may involve a failure to provide 
adequate food, clothing or shelter; failing to protect a child from physical harm 
or danger or failing to ensure access to appropriate medical care or treatment. 
It may also involve neglect of, or inadequate response to, a child’s basic 
emotional needs. 

 
2.2 Possible signs of  neglect 

 
•        Constant hunger/tiredness 
•        Poor personal hygiene or inappropriate clothing 
•        Frequent lateness and / or unexplained non-attendance at College 
•        Untreated medical problems 
•        Low self-esteem 
•        Poor peer relationships 
•        Stealing/scrounging 
•        Non-organic failure to thrive 

 
3. Emotional abuse  
 

3.1 Definition 
 

Emotional abuse occurs when there is persistent emotional ill treatment or 
rejection such as to cause serious and adverse effects on the child’s or young 
persons’ behaviour and emotional development. It may involve conveying to 
children that they are worthless or unloved, inadequate or valued only insofar 
as they meet the needs of another person. It may feature age or 
developmentally inappropriate expectations being imposed on children. These 
may include interactions that are beyond the child’s development capability, as 
well as over protection and limitation of exploration and learning, or preventing 
the child from participating in normal social interaction.  It may involve causing 
children frequently to feel frightened or in danger, or the exploitation or 
corruption of children.  
 
Some level of emotional abuse is present in all forms of maltreatment/abuse of 
a child, though it may appear alone. 

 
3.2 Possible signs of emotional abuse 
 

 Low self-esteem 
 Continual self-deprecation 
 Fear of new situations/persons 
 Sudden speech disorder 
 Significant decline in concentration 
 Desperate attention-seeking behaviour 
 Socio-emotional immaturity, few friends, do not join in 
 Neurotic behaviour (e.g. rocking, head banging) 
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 Self-harm or mutilation 
 Drug or solvent abuse 
 Eating problems (including lack of appetite) 
 Compulsive stealing/scrounging 
 Inappropriate emotional responses to ‘painful’ situations 
 Extremes of passivity or aggression 
 Indiscriminate friendliness 

 
4. Sexual abuse  
 

4.1 Definition 
 

Sexual abuse involves a child or young person being forced or coerced into 
participating in, including prostitution, or watching a sexual activity. It is not 
necessary for the child to be aware that the activity is sexual and the apparent 
consent of the child is irrelevant. The acts may involve physical contact 
including penetrative (rape, buggery or oral sex) or non-penetrative acts. They 
may involve non-contact activities such as involving children in looking at, or in 
the production of, pornographic material or watching sexual activities, or 
encouraging children to behave in sexually inappropriate ways. 

 
4.2 Possible signs of a sexually abused child 
 

Not all children are able to tell parents that they have been assaulted. 
Changes in behaviour may be a signal that something has happened. 
 
These are general indicators that a child may be troubled though not 
necessarily about sexual assault. The child may have some of these problems 
or none at all. It is the combination, frequency and duration of signs that will 
alert you to a problem. Try to notice all changes in usual behaviour. 
 
It is important to remember that in sexual assault there may well be no 
physical or behavioural signs. 
 
a) Behavioural 
 

• Withdrawal from friends/peers or over-familiarity with adults 
• Fear of a particular individual 
• Social isolation – withdrawal or introversion 
• Running away from home 
• Girls taking over the mothering role 
• Reluctance or refusal to participate in physical activity or to change 

clothes for physical activities 
• Low self-esteem 
• Hyper-vigilance/frozen watchfulness 
• Display of sexual knowledge beyond the child’s years, sexualised 

approaches to or perceptions/descriptions of adults 
• Sexual pre-occupation and compulsive sexual behaviour/promiscuity 
• Precocious sexual activity/ expressing affection in inappropriate ways 
• Fear of bathrooms, showers, closed doors 
• Fear of medical examinations 
• Developmental regression 
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• Stealing/scrounging 
• Psychosomatic factors, e.g. recurrent abdominal pain or headache 
 

 
b) Physical / medical 
 

• Sleeplessness, nightmares, fear of the dark 
• Bruises, scratches, bite marks on top of the thighs or genital areas 
• Itch, soreness, discharge, unexplained bleeding from the rectum, 

vagina or penis 
• Pain on passing urine or recurrent urinary infection 
• Stained underwear 
• Unusual genital odour 
• Anxiety / depression 
• Eating disorder, e.g. anorexia nervosa or bulimia 
• Discomfort / difficulty in walking or sitting 
• Pregnancy – particularly when reluctant to name the father 
• Venereal disease, sexually transmitted diseases 
• Soiling or wetting in children who have been trained 
• Self-mutilation / suicide attempts 
• Drug, alcohol or solvent abuse 
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PART 1: INTERNAL NOTIFICATION of CP CONCERN TO DSP  
 
Name(s) of student : 
 
 

 
 

Date of Birth   

Course   
 

What is the nature of your concern?  
 

• What are you most concerned about? i.e. physical, sexual, emotional abuse or neglect? Self-harm, 
bullying, sexual exploitation, sexualized behaviour, honour-based violence / forced marriage, e-
safety issues, other … 

• Any evidence of impairment of health or development? 
• Any evidence of ill-treatment? 
• Why are you reporting this concern now? 
• Have you had any previous CP/child welfare concerns about this student? If so, what, when, 

action? 
•  

Detail  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Any action already taken  
 
 
 
 
 
 
Signed   

 
Name  
Job title  
 

 

Time/Date  
 

 

If you have received a 'disclosure' from or about a child please complete Part 2 overleaf 
 

Appendix 2 



16 
 

PART 2: RECORD OF 'DISCLOSURE' FROM / ABOUT A CHILD  
*It is not advisable to try and complete this record at the time! The important thing is to listen 
actively and carefully and reassure the person! 
 
Name of person  
making the 'disclosure'  
 

 

Position / relationship 
with child  
 

 

Name and d.o.b. of 
student (s) that the 
'disclosure' relates to  
 

 

How did the 
'disclosure' come 
about i.e. when and 
where?  

 
 
 
 
 

Who was present when 
the disclosure was 
made?  

 
 
 
 

Summary of Information Disclosed  
 
1. WHO is said to be 
involved  

 
 
 
 

2. WHAT is said to 
have happened / be 
happening?  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. WHERE is this said 
to have happened / be 
happening?  

 
 
 
 
 
 
 
 

4. WHEN is this said to 
have happened / be 
happening i.e. 
duration, most recent 
occasion etc?  
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5. WHO else may have 
witnessed what 
happened?  

 
 
 
 

6. HOW and where is 
the student  now?  

 
 
 
 
 

 

CONTINUATION SHEET ATTACHED?     Yes        No     
 

Note:  
- Differentiate clearly between fact, opinion, interpretation and stick to the facts as you 

understand them wherever possible! 
- if you have used quotes please ensure that they are accurate 
- make a note of any open questions asked or minimal prompts used  
- Any notes made ‘at the time’ should be attached to this pro-forma; these may be required 

as evidence if the matter goes to court 
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PROCEDURE FOR MANAGING ALLEGATIONS AGAINST ADULTS WHO WORK IN 

LANCASHIRE EDUCATION SEETINGS  
 
The Police and ChildrenÕs Integrated Services will investigate, not the College.  
  
1. INTRODUCTION 
 

1.1 All adults who come into contact with children and young people have a 
responsibility to safeguard and promote their welfare.  They are also 
vulnerable to the potential for false, malicious or misplaced allegations being 
made, either deliberately or innocently, arising from normal and proper 
association and conduct.  However, it is regrettably the case that some 
adults/professionals have been found to be perpetrators of child abuse and/or 
for behaving in ways which have harmed children/which indicate that they are 
unsuited to working with them. 

  
1.2 Scenarios within which allegations against adults working with children and 

young people arise can be complex and allegations may emerge for a number 
of reasons.  Those responding to these scenarios need to be sensitive to the 
needs of all involved and the potential implications of non-adherence to these 
procedures, which should be applied with commonsense and in line with the 
principles of natural justice. 

  
1.3 Lancashire County Council have sent out these procedures to all schools and 

education establishments in Lancashire  and to all staff, paid or unpaid1.  They 
are the subject of agreement with the recognised Teacher Associations/ Trade 
Unions in Lancashire and have been produced following consultation with a 
wide audience. The procedures are based upon and comply with national 
guidance and procedures. 

  
1.4 It is imperative that all  staff who may be the subject of an allegation are 

afforded the same level of advice and support throughout the application of 
this and/or any related procedure. Compliance with these procedures should 
help to ensure that allegations of abuse are dealt with expeditiously, 
consistent with a thorough and fair process. 

 
2. WHAT IS AN ALLEGATION?  
 

2.1 For the purpose of these procedures, in line with Chapter 6 and Annexe 5 of 
Working Together to Safeguard Children 2006, an allegation is information 
which indicates that a person who works with a child has: 
 
• Behaved in a way that has harmed a child, or may have harmed a 

child.  
 

• Possibly committe d a criminal offence against or related to a child.  
 

 

                                                 
1 These procedures also apply to volunteers and Governors against whom an allegation is made. 

Appendix 3 
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• Behaved towards a child or children in a way that indicates s/he is 
unsuitable to work with children.  
 

This may be in connection with his/her employment or voluntary activity, or 
where: 
 
• Concerns arise about the person's behaviour outside work e.g. with 

regard to his/her own children. 

 

• Concerns arise about the behaviour in the private or community life of a 
partner, member of the family or other household member. 

  
2.2 Where allegations against adults who work with children and young people 

are concerned, it is the Police and ChildrenÕs Integrated Services  who 
investigate alleged or suspected abuse or possible criminal behaviour, not the 
College. 

  
2.3 There may be up to 3 strands in considering a concern or an allegation: 

 
• A police investigation of a criminal offence. 
• Enquiries and assessment by Children’s Integrated Services about 

whether a child or young person is in need of services. 

 

• Consideration by an employer about whether a disciplinary investigation 
or action is required in respect of the individual. 

  
2.4 If an allegation relating to a child is made about a person who undertakes paid 

or unpaid care of vulnerable adults , consideration should be given to the 
possible need to alert those who manage her/him in that role. 

  
2.5 If an allegation can be shown to be deliberately invented or malicious, advice 

should be sought by the DSP/Principal from the School’s Safeguarding Co-
ordinator and/or LADO (Local Authority Designated Officer.  Consultation with 
Children’s Integrated Services may also be necessary in order to ensure that 
any appropriate support services are provided to a child or young person in 
need. 

 
3. ROLES & RESPONSIBILITIES (See also A nnexe 1: Glossary of Terms)  
 

3.1 Lancashire Safeguarding Children Board (LSCB) has responsibility for 
ensuring there are effective inter agency procedures in place for dealing with 
allegations against people who work with children and for monitoring and 
evaluating the effectiveness of those procedures. 

  
3.2 In order to discharge the duties of the Board, the College’s DSP has overall 

responsibility for:  
 
• Ensuring that the organisation operates these procedures for dealing 

with allegations. 
• Resolving any inter agency issues that may arise. 

 

• Liaising with the Lancashire Safeguarding Children Board (as 
appropriate). 

 
 



21 
 

 • Identifying a Senior Manager  to whom allegations or concerns should 
be reported, and a deputy in his/her absence or if he/she is the subject of 
the allegation.  

  
3.3 The Senior Officer for allegations in schools and education settings in 

Lancashire is:  
SchoolÕs Safeguarding Co -ordinator : 01772 532634  
In the Safeguarding Co-ordinator's absence the SchoolÕs Safeguarding 
Officer  will take on this role : 01772 531196 
In the highly unlikely event that neither Officer is available you should contact 
the LADO directly or Safeguarding Admin : 01772 532723  

  
4.    THE LOCAL AUTHORI TY DESIGNATED OFFICER (LADO)  

  
4.1 The Local Authority has appointed a Local Authority Designated officer 

(LADO).  The LADO in Lancashire is Tim Booth  who can be contacted as 
follows: 
Telephone: 01772 536694  
Email: Tim.booth@lancashire.gov.uk  

  
4.2 The LADOÕs role extends across allegations within all agencies and 

organisations and includes: 
 

 • The management and oversight of individual cases. 
• Providing advice and guidance to employers and voluntary 

organisations. 
• Liaising with the police and other agencies. 
• Monitoring the progress of cases to ensure that they are dealt with as 

quickly as possible, consistent with a thorough and fair process. 
 

 
5.    WHAT SHOULD THE RECIPIENT OF INFORMATION WHICH DOES OR WHICH  
       MAY CONSTITUTE AN ALLEGATION DO?  
 

5.1 There are a number of sources from which an allegation may arise, such as a 
child, parent, carer, member of the public, work colleague etc. 

  
The person to w hom the allegation is reported, initially,  should:  
 

5.2 

(i)       Treat the matter seriously. 
(ii)      Avoid asking leading questions and keep an open mind 
(iii)     Make a written record (signed and dated) of the information provided to 
          them which: 

•        Uses the child/adult’s own words (See also para 7.4  ). 
•         Makes clear what is being alleged and what is alleged to have 

happened. 
•         Makes clear when and where (time, date and location) the alleged 

incident(s) took place. 
•         Makes clear who was present, including any potential witnesses. 

(iv)   Sign and date the written record and pass it, without delay , to the 
        Principal (or the Deputy in their absence, or if the Principal is implicated) 
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 (v)      The person passing this record to the Principal should not discuss the  
           matter with anyone else, they must be mindful of the danger of 
           impeding a criminal or child protection enquiry and of spreading 
           damaging allegations which may also be defamatory 
 

5.3 Where there is an immediate risk to a child or young person, an urgent 
referral to the local Integrated Assessment and Support Team  should be 
made in accordance with LancashireÕs Safeguarding Children 
Procedures.  This will normally be undertaken by the Principal although, in the 
unlikely event that the Principal is unavailable, another senior member of staff 
ie Designated Senior Person (DSP) or Deputy should be notified in order to 
take any necessary action and avoid delay.  The allegation issue can be 
followed up once any immediate risk issues have been addressed.  

  
5.4 If a police officer receives an allegation s/he should report it without delay to 

the Police Public Protection Unit (PPU) in the area where the establishment in 
which the allegation emerged or to which it relates is located.  If the 
allegations are so serious and there is an immediate risk to a child or young 
person then a telephone referral should be made to the Integrated 
Assessment Team followed up by a Notification Form. PPU should inform the 
LADO without delay, who will then ensure that the Schools Safeguarding 
Team are notified in order that contact can be made with the school/setting. 

  
5.5 If the allegation is received by Children’s Integrated Services the Team 

Manager/Assistant Team Manager should ensure that the completed 
Notification Form is sent to the LADO as well as Children’s Integrated 
Services’ Senior Manager. Again, these officers will notify the School's 
Safeguarding Team who will ensure that contact is made with the 
school/setting. 

 
6. INITIAL ACTION BY THE DESIGNATED SENIOR PERSON  
 

6.1 Questions are often asked about ‘evidence-gathering’ and ‘investigation’ at 
the outset in cases where a lack of clarity exists – which is in fact quite 
common.  It is imperative that the DSP, Deputy DSP, Principal and staff are 
clear that where allegations against adults who work with children and young 
people are concerned, it is the Police and ChildrenÕs Integrated Services  
who investigate alleged or suspected abuse or possible criminal behaviour.  
Therefore, the DSP or any other person should not investigate the 
matter by interviewing the accused person, any child (ren) or potential 
witnesses.  S/he should consider:  
 
• Whether the criteria at paragraph 2.1 are met? 
• Whether this matter needs to be investigated and, if so, by whom? 

  
6.2 Without interviewing anyone,  the Principal will collate any other information 

at their disposal ie what else is known about any of the individuals (adult(s) 
and children/young people involved e.g.  
 
• Names, dates of birth, home addresses. 
• Length of service. 
• Specific role within the organisation. 
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• Previous/current level of contact with the child(ren) involved 
• Details of any relevant plans pertaining to the child(ren) implicated 

(e.g. behaviour management plan, child protection plan, SEN). 
• Whether there have been any previous relevant 

concerns/allegations/disciplinary issues in respect of any of the 
individuals implicated. 

• Whether the adult subject has any children of their own or children 
who reside at their home address. 

• Check to see whether any other [contemporaneous] records exist 
which might relate to the alleged incident ie incident/accident forms, 
care and control/behaviour management records.2 

  
6.3 The DSP should then seek advice from one of the Officers at para 6.1 

(below) in all cases except those where the allegation is unquestionably false 
or trivial.  

 
7. DSPÕS CONSULTATION WITH SAFEGUARDING (See Annexe  2: Useful 

Contacts)  
 

7.1 Once the Principal has collated the information above s/he should liaise with: 
 
(i)       SchoolÕs Safeguarding Co -ordinator 01772 532634  
(ii)      SchoolÕs Safeguarding Officer 01772 531196  
 

7.2 Some allegations will be unquestionably false e.g. the individual was not in 
school on the day in question. Alternatively, information may actually 
constitute a complaint or concern about an individual’s conduct which can 
and should be dealt with by the school/setting via internal processes and 
procedures.  However, experience tells us that things can change course and 
escalate quickly. Consequently, it is always advisable to seek advice from 
one of the Officers above in the first instance.  

  
7.3 Consultation with the aforementioned Officer(s) will focus upon the decision 

about whether or not this is a matter which meets the criteria at 
paragraph 2.1 and what if any further action will be taken, when and by 
whom  ie 
 
• Does a referral need to be made to LADO? 
• Do referrals need to be made to Children’s Integrated Services and/or 

Police and, if so, who will make them? 
• Is a strategy discussion to be had and/or does a Strategy Meeting 

need to be convened (para 10)? 
• Suspension/interim management arrangements. 
• Any immediate or interim management / support options in respect of 

the child or young person. 
• What information may/may not be provided to staff/subjects/parents at 

this stage?  Consideration needs to be given at this stage to that 
information which must, can and/or cannot be provided to the (adult) 
subject of the allegation, and by whom; the reason for any decision not 
to disclose particular information must be recorded by the DSP.  Such 

                                                 
2 These may be forwarded to the LADO upon request to assist decision-making; they may also be helpful to 
present at a strategy meeting or to append to a report for same 
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processes need to be undertaken with extreme care i.e. downloading 
files may compromise individuals and investigative processes and 
such tasks are best left to Police. Simply secure any equipment and 
be very mindful of confidentiality issues if you need assistance to do 
this. 

  
7.4 In some cases, following consultation with an Off icer of the Authority , it 

may be agreed that the DSP should try and obtain more detail in order to 
inform a decision about a next course of action.  That being the case, the 
following boundaries should be adhered to in respect of speaking to those 
potentially involved and the securing of potential ‘evidence’: 
 
• Some children and young people may be able to provide their own 

written account of an alleged incident or interaction.  If they are to be 
asked to produce such an account this needs to be handwritten in ink, 
in an environment where possible collusion (if there is more than one 
young person involved) can be avoided, timed, signed and dated by 
them.  

• Where allegations relate to mobile telephones or ICT use for example, 
any school equipment which may need to be examined by CIS and/or 
Police should be secured, discreetly (including documents which have 
allegedly been produced, exchanged, altered etc ie as part of a 
lesson. 

• In undertaking any of the above the Principal needs to be clear about 
the potential for interfering with any future investigation. 

  
7.5 In order to share information and make the most informed decision possible, 

the Officer who is consulted will check any relevant systems for further 
information and have discussions with other colleagues, as appropriate. 

  
7.6 Where there is reasonable cause to suspect that a child has suffered, is 

suffering or is likely to suffer significant harm, or where a lack of clarity 
remains, then a strategy discussion  (usually via telephone) will take place 
within 24 hours .  This will involve Children’s Integrated Services, the Police, 
LADO and the DSP.  In some cases it may be that the strategy discussion 
will agree upon the need for immediate investigative or protective action ie 
Section 47 or criminal investigations.  

  
7.7 Alternatively, a strategy discussion may indicate that no further action is 

required from investigative agencies and that the matter can therefore be 
dealt with by the College in accordance with internal procedures.  In other 
cases, a formal strategy meeting may need to be convened.  In all  cases, 
decisions about or enquiries by CIS and/or Police will preclude a 
disciplinary investigation or ÔinternalÕ process by the College, so as to 
prevent the potential impediment of criminal and/or child protection enquiries.  

 
8. REFERRALS TO LADO  
 

8.1 
 
 

If it is agreed that the allegation meets any of the criteria in paragraph 2.1 the 
DSP should refer the matter to the LADO within 1 working day.   This is 
done by forwarding the completed allegation N otification Form 
electronically and this will be emailed to you by the SchoolÕs 
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Safeguarding Team/person from the Local Authority with whom you 
have consulted  (a hard copy exemplar can be found at Annexe  4). A copy 
should also be retained for the school/setting’s own record. 

  
8.2 Where the DSP (or Principal) disagrees with the advice offered following 

consultation, s/he should contact the LADO via telephone in order to discuss 
their concerns. 
 

9. SUSPENSION ISSUES & SUPPORT FOR STAFF 
 

9.1 Discussions about suspension may take place at an early stage and while 
other professionals may wish to express a view, the decision to suspend 
rests ultimately with the College (refer to College Disciplinary Procedures) 
and should be in accordance with the College’s own policy (refer to College 
disciplinary procedures). 

  
Suspension is not  and should never be an inevitable or automatic response 
to an allegation, neither is it a disciplinary sanction.  Recourse to suspension 
should not occur without good reason and/or without consideration having 
been given to appropriate alternatives. However, in some cases it might 
properly be considered in certain circumstances, e.g.  
 
(i)    Where there is or may be ongoing risk to an individual because of   

someone’s continued presence on site. 
(ii)   In order to prevent the impediment of a criminal or child protection 

enquiry. 

9.2 

(iii)   Because the allegation made is so serious that dismissal for gross  
misconduct is possible. 

  
9.3 Whether a member of staff is suspended or not, in any case where a formal 

notification to LADO is made  then, the staff member/adult(s) must:   
 

 (i)      Be provided with a copy of this procedure (including appendices). 
(ii)   Be advised to seek advice and support from their Association/Trade 

Union  
 
10. STRATEGY MEETINGS 
 

10.1 If a multi-agency strategy meeting needs to be convened (this should occur 
within 5 working days of a referral to CIS ), this will be co-ordinated by 
Children’s Integrated Services and chaired by an Independent Reviewing 
Officer (IRO). Attendees should provide a written report. 

  
10.2 In convening a strategy meeting consideration  should be given to inviting 

two appropriate representatives from all of the agencies involved with a 
child/family, alongside representatives from inspectorates where this is in line 
with notification requirements.  While there may be a need to invite certain 
professionals with particular expertise on a case by case basis, Police, 
Children’s Integrated Services and the College (except where to do so may 
impede an investigation or place a child or young person at increased risk) 
should always be invited.  
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The adult subject(s), any children/young people and parent/carers will 
not  be invited to attend a strategy meeting. The meeting will:  
 

 

 
• Share all relevant information. 
• Consider the current allegation or concern and review any previous 

allegations or concerns made against the member of staff and/or the 
establishment. 

• Decide whether there should be a s.47 enquiry/criminal investigation if 
not already commenced. 

• Scope and plan any s.47 enquiry/criminal investigations. 
• Consider, if a s.47 enquiry is appropriate, whether a complex abuse 

investigation is applicable. 
• Identify who may need to be interviewed  
• Set time-scales. 
• Decide who to inform and when (subject of allegations, child, parents) 

and agree who is responsible for doing this (It will usually be the 
employer). 

• Make recommendations regarding suspension, disciplinary, 
competency, regulatory or complaint procedures be undertaken. 

• Agree criteria for a re-referral where new evidence comes to light 
suggesting that a further strategy meeting needs to be convened. 

• Agree arrangements for the outcome of any internal process to be 
reported to the LADO and chair. 

• Set a date for a review strategy meeting which should occur, wherever 
possible, within  28 days  of an initial strategy meeting 

 
11. REVIEWING THE STRATEGY DISCUSSION OR MEETING 
 

11.1 The time taken to investigate and resolve individual cases depends on a 
variety of factors, including the nature, seriousness and complexity of the 
allegations.  However, it is in everyone’s interest to resolve cases as quickly 
as possible, consistent with a fair and thorough investigation and every 
effort should be made to manage cases in order to avoid unnecessary 
delay.  The LADO will monitor and record timescales in respect of all cases 
and liaise with Senior Officers/Principal in the event of delay. 

  
11.2 The Review Strategy Meeting  will draw together all relevant information 

following the completion of enquiries by Children’s Integrated Services, 
Police and any other agency (as appropriate), and make multi-agency 
decisions about any further action to be taken in the case, including 
timescales for completion.  It is imperative that written reports are produced 
by all agencies for Reviews which make clear the findings of any enquiries, 
including reason(s) for taking no further action. A final outcome in line 
with the definitions at para 14.3 will also need to be formally recorded 
and included in any minute.  

  
11.3 Where difficulties have been encountered by investigative agencies the 

review will also provide an opportunity to clarify what these are, to identify 
solutions, make further plans and agree upon timescales. 

  
 

11.4 Should enquiries take longer than the initial four week/28 day period, then 
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the strategy meeting should reconvene every four weeks to ensure that 
there is ongoing review and to avoid unnecessary delay.. 

  
11.5 The LADO will monitor the progress of cases either via: 

 
 • Review strategy discussions/meetings, or  

• By liaising with the Police, Children’s Integrated Services, employers 
and regulatory bodies/inspectorates as appropriate. 

 
12. RESIGNATIONS AND COMPROMISE AGREEMENTS  
 

12.1 The fact that a person tenders his or her resignation or ceases to provide 
their services must not prevent an allegation from being followed up in 
accordance with these procedures and a formal conclusion reached. 

  
12.2 A compromise agreement by which a person agrees to resign, the employer 

agrees not to pursue disciplinary action and both agree a form of words to 
be used in any future reference must not be used in situations to which this 
procedure applies where there has been an allegation within the definition 
at 2.1 

  
12.3 Wherever possible, the subject should obviously be given an opportunity to 

answer the allegation and make representations as soon as possible. 
However, any enquiries and investigations should continue to a conclusion 
even if the person refuses to co-operate; decisions will be taken on the 
strength of what is known in the event that an individual chooses not to 
make representations.  Where other factors impact (eg illness) decisions 
will need to be taken about how best to initiate or conclude any enquiries in 
order to avoid delay.   The College’s HR section will give advice consistent 
with other College policies. 

 
13. DISCIPLINARY CONSIDERATIONS  
 

13.1 Where the initial consideration decides that the allegation does not  meet 
the criteria at para 2.1, it will be dealt with by the College in accordance with 
our internal procedures and as quickly as possible. 

  
13.2 If disciplinary action is required it should be carried out in accordance with 

the College’s disciplinary procedures. 
  
13.3 If the Police or CPS decide not to charge or to administer a caution, or if the 

person is acquitted, the Police should ensure that all relevant information is 
made available to the employer's Senior Manager without delay. Where this 
does not occur the LADO will liaise with the Police Senior Manager. 

  
13.4 If the person is convicted, the Police should inform the employer and LADO 

immediately to enable the employer to take any appropriate action. 
 
 
 
 
14. RECORD KEEPING & DEFINING OUTCOMES 
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14.1 A clear and comprehensive summary of the case record will be kept on a 

person's confidential personnel file and a copy given to the individual.  
  
14.2 The record will include details of how the allegation was followed up and 

resolved, the decisions reached and the action taken.  It will be kept at least 
until the person reaches normal retirement age or for ten years if longer.  

  
14.3 The record should also contain details of the category into which the 

allegation falls:  
 
• Substantiated  – A substantiated allegation is one which is supported or 

established by evidence or proof 
• Unsubstantiated  –This means that there is insufficient identifiable 

evidence to prove or disprove the allegation. The term, therefore, does 
not imply guilt or innocence. 

• Unfounded  – This indicates 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. 
For an allegation to be classified as unfounded, it will be necessary to 
have evidence to disprove the allegation. 

• Deliberately Invented or Malicious  – This implies a deliberate intention 
to deceive. A malicious allegation may, for example, be made by a child 
following an altercation with a member of staff or a parent who is in 
dispute with the organisation. For an allegation to be classified as 
malicious, it will be necessary to have evidence which proves this 
intention. 

  
14.4 The record will provide accurate information for any future reference and 

provide clarification if a future CRB disclosure reveals an allegation that did 
result in a prosecution or conviction. This record will prevent unnecessary 
re-investigation if the allegation should resurface; it is intended to protect 
children and adults alike . 

  
14.5 The College Personnel Manager will alert those with a need to know that 

information in addition to that contained in an employee’s personnel record 
may also be held by the LADO. 

  
14.6 The College will adhere to its policy and procedures regarding the 

disclosure of information relating to allegations in response to requests for 
employment references. 

 
15. MONITORING PROGRESS 
 

15.1 The LADO will keep comprehensive records in order to ensure that each 
case is being dealt with expeditiously and that there are no undue delays.  
The record will assist the LSCB to monitor and evaluate the effectiveness of 
the procedures and provide statistical information to the DCSF as required. 

  
 
 

15.2 The Police can consult the Crown Prosecution Service (CPS) at any stage 
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regarding the evidence needed to charge a person, but they should also set 
target dates for reviewing the progress of the investigation and consulting 
the CPS about charging, continuing or closing the investigation. 

 
16. REFERRAL TO DCSF/INDEPENDENT SAFEGUARDING AUTHORITY OR 

REGULATORY BODY  
 

16.1 If an allegation is substantiated and the person is dismissed or the person’s 
services are ceased, or if the person resigns or otherwise ceases to provide 
his/her services, this should be referred to DCSF/ISA in order for them to 
consider whether the individual should be barred from, or have conditions 
imposed in respect of, working with children.   

  
16.2 The LADO can and should offer this advice although recommendations may 

already have been made at a strategy meeting. If such a referral is required 
then it should be made by the employer  within one month of the 
decision to refer.  

  
16.3 In cases where any doubt or a lack of clarity remains regarding a referral to 

DCSF/ISA, the employer should liaise with the LADO in order to ascertain 
what if any action still needs to be taken, by whom and within what 
timescale. 

 
16.4 It is imperative that the final  outcome of all cases are relayed to LADO  

in order that the appropriate records can be maintained: 
Tim.booth@lancashire.gov.uk. Where this does not happen, the LADO will 
actively pursue the relevant information which needs to be provided without 
delay. 
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Annexe 1: Glossary of Terms, Roles and Responsibilities  
 
Local Authority  
Designated Officer  
(LADO) 

Located within the Safeguarding Unit at County Hall, Preston, 
Tim Booth is Lancashire’s LADO and he is responsible for the 
management and oversight of all allegations cases across the 
County, providing advice and guidance to employers and 
voluntary organisations, liaison with Police and other agencies 
and monitoring the progress of cases to ensure that they are 
dealt with as quickly as possible, consistent with a thorough 
and fair process. 
Tim.booth@lancashire.gov.uk 
 

Independen t 
Reviewing Officer 
(IRO) 

While they are employed by Children’s Integrated Services, the 
IRO Team is not attached to another CIS team or service. 
IROs chair strategy meetings and Child Protection 
Conferences. 
 

SchoolÕs 
Safeguarding 
Service/Safeguarding 
Unit, DCYP 

School’s Safeguarding Co-ordinator and School’s 
Safeguarding Officer act as points of contact and a source of 
advice for any school or setting where a safeguarding or 
allegations issue arises 
 

Directorate for 
Children and Young 
People (DCYP)  
Chil dren's Integrated 
Services (CIS)  
Centrally Managed 
Services  
Safeguarding Unit  

Incorporating a broad range of services for children and young 
people and located within Lancashire County Council's 
Directorate for Children and Young People, Children's 
Integrated Services includes, among various other services, 
Children's Social Care (CSC – formerly Social Services) and 
the Safeguarding Unit. The Safeguarding Unit is one of a 
number of non-locality based / Centrally Managed Services 
and this is where the LADO, Senior IRO and Schools 
Safeguarding Team are located.  
 

Integrated 
Assessment & 
Support (IA&S) Team, 
ChildrenÕs Social Care 
(CSC) 

The (former Social Services) Team who will lead Section 47 
(child protection) enquiries, often in partnership with Police 
colleagues.  
In Lancashire, there are IA&S Teams in Preston, Lancaster, 
Kirkham, Colne, Burnley, Chorley, Skelmersdale and 
Accrington and referrals in respect of allegations will be made 
to the IA&S Team closest to where the establishment is 
located. (Who conducts any [criminal] investigation will depend 
though on where an alleged incident has occurred i.e. in-line 
with the need for Police involvement in a particular location). 
If a child or young person already has a named Social Worker 
or is known / an open case to another Team or Service then 
they will also be consulted in the event of an allegation 
involving that child or an adult therein i.e. children in foster 
care, children with disabilities, SEN. 
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Family/Public 
Protection Unit 
(FPU/PPU) 

Specialist Police Teams which consist of detectives trained 
specifically to deal with child protection cases.  PPU/FPU 
officers deal with suspected intra-familial abuse cases and 
allegations against adults working with children and young 
people, although they also contain domestic violence and 
offender-specific officers too. 
 

Independent 
Safeguarding 
Authority (ISA)  

The body created via the Safeguarding Vulnerable Groups Act 
(2006) which makes decisions about barring individuals who 
are referred following a resignation, dismissal or transfer in 
light of criminal or child protection concerns. 
Independent Safeguarding Authority         
Mowden Hall  
Staindrop Road  
Darlington  
DL3 9BG 
 

Lancashire 
Safeguarding Children 
Board  
(LSCB) 

The LSCB has responsibility for ensuring there are effective 
inter agency procedures in place for dealing with allegations 
against people who work with children and for monitoring and 
evaluating these. 
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 Annexe 2: Full Process Flowchart  

Allegation received by 
someone in College  

Written record made and p assed to 
Senior Manager  (DSP) 

DSP considers:  
Is this an allegation?  

Immediate CP referral needed in respect of child?  
What additional information do I have?  

 
Consultation with LCC SchoolÕs 

Safeguarding Co -ordinator/Officer  
Possible strategy discussion via telephone 

Matter to be dealt 
with b y College  

 

What is an Allegation?  
When a person who 

works with children has  

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

Possibly 
committed 
a criminal 
offence 
against or 
related to 
a child  

or 

or 

Behaved 
tow ards a 
child or 
children in 
a way that 
indicates 
s/he is 
unsuitable 
to work 
with 
children  

Formal Notification 
to LADO  

Possible referral to 
CIS/Police  

Multi -Agency Strategy 
Meeting within 5 Working 

Days 

Child protection and/or 
criminal investigation  

Review strategy 
meeting  

Outcomes & any 
further action  Prosecution  

Traini ng/  
advice  
NFA 

Disciplinary  

Referrals  ISA re vetting and barring  
 

Details, Action and Outcomes Recorded by employer  
 

LADO notified and maintains records on LADO database  
 

Malicious/  
Unfounded  

DSP 
records  
Information 
Advice 
Action 
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Annexe 3: Useful Contacts - Local Authority Officers  
 
Local Authority Designated Officer (LADO)  
 
Tim Booth LADO Tim.booth@lancashire.gov.uk 01772 

536694 
Safeguarding Unit / Schools Safeguarding  
 
Vacancy School’s 

Safeguarding Co-
ordinator 

Phil.threlfall@lancashire.gov.uk 01772 
532634  
 

Mary Aurens Schools 
Safeguarding 
Officer 

Mary.aurens@lancashire.gov.uk 01772 
531196 
07810 
267503 

Legal Services  
 
David Croall Senior Solicitor David.Croall@lancashire.gov.uk 01772 

530849 
Lynn Brewer Solicitor Lynn.brewer@lancashire.gov.uk 01772 530 

569 
HR CYP SchoolÕs Consultancy  
 
Dave Hewitt Service Manager David.hewitt@lancashire.gov.uk 01772 

531758 
Steve Lewis Districts 1, 2, 4 Steve.lewis@lancashire.gov.uk 01772 

531776 
07887 
831691 

Independent Reviewing Officers  
 
Sarah Quick Senior  

IRO (Safeguarding) 
Sarah.quick@lancashire.gov.uk 01772 

536796 
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Annexe 4: LADO Notification Form  
 

LADO Allegations Notification Form  
To be completed electronically and emailed   

Please Note:  a separate form must be completed for each incident.  If an incident concerns more than one young 
person each young person must be named on the form. 
A Information about any child identified  
 
 Name:   
 
 Date of Birth:  Sex (M/F):   

 
 Is the child Looked After (yes/no):  Legal Status of Young Person 

e.g. Looked After Child : 
  

 
 Is the child subject to a CP Plan (yes/no):  Category:   
 
 Other relevant 

information about the 
child: 

  

 
 Is more than one young person 

involved (yes/no):  How 
many:    

  
 List Name(s) and DoB(s):   
 
 Ethnicity: 1. 

White/British  7. Mixed White/Black Caribbean  13. Asian or Asian/British 
Indian 

  

 2. White/Irish  8. Mixed White/Asian  14. Asian or Asian/British 
Pakistani 

  

 3. White Traveller Irish 
Heritage  9. Black/Black British African  15. Asian British any other 

Asian background  
  

 4. White Gypsy Roma  10. Black/Black British 
Caribbean  16. Chinese    

 5. White any other 
background  11. Black British any other Black 

background  17. Mixed any other mixed 
background  

  

 6. Mixed White/Black 
African  12. Asian or Asian/British 

Bangladeshi   18. Any other ethnic group   

  
B Information about the person against whom the allegation has been made  
 
 Name of person who is the subject of the allegation 

(include any known aliases, maiden name if known): 
  

  
 Date of Birth:  Sex M/F:  Job Title:   
  
 Last Date of Criminal Records Bureau (CRB) check:   
  
 Name of person’s employer:   
  
 Name of Senior Manager/Person dealing with the 

allegation.  
  

  
 Contact details for Senior Manager/Person dealing 

with the allegation. 
  

  
 Home address of person who is subject of the 

allegation.  
  

  
 Are there any children resident at the person’s 

home address?  If yes please give name/s and date 
of birth. 

  

  
 Does the person have any other contact with 

vulnerable individuals (child/adult)? If yes, please 
give details. 
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C Information about the person against whom the allegation has been made Ð cont.   
 
 Employment Sector: Foster Care Lancashire 

County Council  Foster Care Agency  Adopters   

 
 Social Care  Residential Lancashire 

County Council  Residential Agency  Secure Estate   

 
 Health  Education  Nursery/childminder  Faith Group   

 
 Police  Connexions  Voluntary Organisation  Armed Forces   

 
 NSPCC  Probation  Immigration/Asylum Support 

Services  YOT   

 
 CAFCASS  Other (please state)   
 
 Have any allegations or concerns been made against this person previously: Yes  No   
 
 Details of previous 

allegations or concerns: 
 
 

 

 
 Ethnicity: 1. White/British  7. Mixed White/Black Caribbean  13. Asian or Asian/British Indian   
 2. White/Irish  8. Mixed White/Asian  14. Asian or Asian/British Pakistani   
 3. White Traveller Irish 

Heritage  9. Black/Black British African  15. Asian British any other Asian 
background  

  

 4. White Gypsy Roma  10. Black/Black British Caribbean  16. Chinese    
 5. White any other 

background  11. Black British any other Black 
background  17. Mixed any other mixed 

background  
  

 
6. Mixed White/Black African  12. Asian or Asian/British 

Bangladeshi   18. Any other ethnic group   

  
D Information about the allegation or concern  
 
 Primary Category of Abuse: Physical  Emotional  Sexual  Neglect   
 
 Occurred during or following authorised intervention or physical restraint   
 

Nature of Allegation or: 
Concern Grooming/Sexual Exploitation  Mobile phone/ Internet/Online   

 
 Date of alleged incident:   
  
 Where did alleged incident take place:   
 
 Brief description  

of allegation or  
concern: 

  

 
 Recommended  

Action Plan 
(For example - No further action, disciplinary investigation, suspension of staff, child no longer 
present, referred to Children’s Services) 
 
Reason for Action Plan/Recommendation  – (For example – no previous concerns, contact with 
the children).  
 

 

 
 Name and job title of person who raised 

allegation or concern with Agency: 
  

 
 Date concern raised with Agency making referral:   
 
E Agency reporting allegation or concern to LADO:  
 
 Health  Social Care  Faith Group   Adoption/Foster Care Agency   

 
 Police  Connexions  Education  Voluntary Organisation   

 
 Probation  CAFCASS  Secure Estate  Immigration/Asylum Support Services   

 
 Armed Forces  NSPCC  YOT  Other (please state)   
 
F Details of person completing this form  
 
 Name:   Job Title:   
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 Direct Telephone:   Date:   
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Annexe 5A: Exempl ar letter to subject  
 
 
Dear 
 
 
 
Re: CHILD PROTECTION ALLEGATION  
 
I am writing in relation to the child protection allegation that was made against you on 
DATE. 
 
The DCSF have issued statutory guidance in relation to dealing with allegations against 
staff. Chapter 5 of the DCSF guidance document “Safeguarding children and Safer 
Recruitment in education” entitled ”Dealing with allegations of abuse against teachers and 
other staff” states at paragraph 5.10: 
 

“It is important that a clear and comprehensive summary of any allegations made, 
details of how the allegation was followed up and resolved, and a note of any action 
taken and decisions reached, is kept on a person’s confidential personnel file, and a 
copy provided to the person concerned. The purpose of the record is to enable 
accurate information to be given in response to any future request for a reference if 
the person has moved on. It will provide clarification in cases where a future CRB 
Disclosure reveals information from the police about an allegation that did not result 
in a criminal conviction. And it will help to prevent unnecessary reinvestigation if, as 
sometimes happens, an allegation re-surfaces after a period of time. The record 
should be retained at least until the person has reached normal retirement age or 
for a period of 10 years from the date of allegation if that is longer”. 

 
As required under this guidance document, I enclose a copy of the record that will be 
retained on your personal file within College and within Lancashire County Council. This 
record will be retained alongside the following documents:- 
 

 (insert list of docs ie adverse report, statements etc) 
 or delete this bit if there was no investigation at school level, or there were no 

additional documents 
 
Yours sincerely  
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Annexe  5B: Allegation Record Pro -Forma  
 

RECORD OF CHILD PROTECTION ALLEGATION  
(for retention on the employeeÕs personal file)  

 
This form to be used for all  child protection allegations made against professionals working in 
schools/educational establishments.  
 
Employee details  
Employee Name:  

 
Employee No:  Date of birth:  

 
School/ 
establishment 

 

Previous schools/ 
establishments 

 
 
 

 
Details of allegation  
Date of incident: 
 

 Date of allegation:  

Brief details of 
allegation: 
*No third-party details  
to be included 
 
 
 
 
 
 

 
 
 
 
 
 
 

Children’s Integrated 
Services involvement 
& outcome: 

 
 
 
 

Police involvement & 
outcome: 
 

 
 
 
 

School/ establishment 
action (if no action, 
explain why): 
 
 
 

 

Outcome of school 
action/decision: 

 
 
 

 
A copy of this record to be provided to the employee once the matter has been concluded and retained on their 
personal file until the employee reaches normal retirement age or a period of 10 years from the date of allegation 
if that is longer . The purpose of the record is to assist in response to future reference requests, to provide clarification in 
cases where a future CRB disclosure reveals information from the Police about an allegation that did not result in a 
criminal conviction and to help prevent unnecessary re-investigation if an allegation resurfaces after a period time. 
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Annexe 6: Information for Staff and Volunteers Faced with an Allegation  
 

A QUICK GUIDE FOR STAFF AND VOLUNTEERS WHO WORK IN 
SCHOOLS/EDUCATION SETTINGS WHO ARE FACED WITH AN ALLEGATION  

 
Introduction  
 
Any allegation of abuse is obviously likely to cause a great deal of anxiety and concern. This quick guide is 
appended to the Procedure for Managing Allegations Against Adults Who Work in Lancashire Schools and 
Education Settings. It is intended to provide you with a broad overview of some of the key issues and to 
signpost you to appropriate information, advice and support.  
 
Professional Associations & Trade Unions  
 
You should already have been advised to contact any professional association that you are a member of. If 
you haven’t already done that you should do it now as they are well placed to offer advice and support in 
these difficult circumstances.  
 
Suspension  
 
Suspension is not a sanction or an automatic response to an allegation; alternatives to it will have been 
discussed and carefully considered prior to a decision to suspend being taken. In taking a decision to 
suspend, your employer will have taken into account the views of the Authority’s Safeguarding Co-ordinator 
and LADO, Human Resources professionals, the Police and Children’s Social Care - if they are involved. 
Suspension is not, in any way, an indication that a conclusion has already been made. 
Suspension is considered in all cases where:  
 Someone’s continued presence on site may pose a risk to someone 
 To enable a child protection or criminal enquiry to proceed un-impeded 
 It is serious enough to have the potential for there to be grounds for dismissal 
Following a suspension, you should be invited to a meeting with your employer to discuss your return to work 
 
Investigative Processes  
 
As the procedure states, the allegation may be the subject of an investigation by Children’s Integrated 
Services or the Police. At the conclusion of any investigation by CIS or the Police, or if these agencies 
decide that they do not need to conduct an investigation, the matter will be handed back to the school/your 
employer to deal with. If this involves an internal disciplinary investigation, you will be provided with 
advanced notice of any meetings, together with the right to be represented by a representative of a 
professional association, as required under the College’s Disciplinary Procedure (which you should ask for a 
copy of). It may also be the case that you will be provided with advice, guidance, training and/or support in 
respect of any issues that have emerged following this allegation. You should think about what would be of 
particular use to you and be prepared to make this clear to your employer.   
 
 
Confidentiality  
 
Clearly, allegations of abuse are extremely sensitive matters and all reasonable steps will be taken in order 
to ensure that any information pertaining to them will be dealt with in strictest confidence and on a ‘need to 
know’ basis. In the unlikely event that the matter becomes subject to speculation outside of the workplace/in 
the public domain, advice will be sought regarding any action that may be required to address and manage 
this. Again, this will be done with the utmost sensitivity and in consultation with you and any other individuals 
who may be affected 
. 
Five Frequently Asked Questions  
 

 When will I be given an opportunity to respond to the allegation?  
The principles of natural justice dictate that any person accused of something should be afforded an 
opportunity to know what is being alleged and to respond. How and when that occurs will depend 
upon the nature of the allegation and any enquiries that are being made in respect of it. Rest 
assured, you will certainly be provided with information and an opportunity to respond as soon as 
possible . 

 



45 
 

 If I am to be spoken to or interviewed by Police and/or ChildrenÕs Integrated Services (ie a 
social worker) when and where will this happen?  
Again, the need for sensitivity and discretion is at the forefront of everyone’s mind in dealing with 
matters of this sort. In the event that you do need to be spoken to or interviewed then this will be 
arranged and handled with the utmost discretion. Again, you should seek advice from your 
Union/Association regarding any additional advice or support that you may need in the event that 
you are to be interviewed formally. 

 
 What Information about this process, including any meetings and/or investigative processes, 

will I have access to?  
If you are faced with an allegation you should be provided with a copy of the Procedure for Managing 
Allegations. This will inform you of the process(es) that need to be followed by your employer and 
the relevant authorities/agencies in dealing with the allegation. Minutes of strategy meetings (see 
Managing Allegations Procedure, sections 10 & 11) are confidential documents and are not 
disclosed to third parties (ie those not in attendance) as a matter of course. Once any enquiries have 
been concluded a request for a summary of any such meeting can be made to the Chair of the 
meetings and you should seek advice from your Union/Association in the event that you wish to 
access this. For obvious reasons, the disclosure of any records/potential evidence held by 
investigative agencies is subject to the usual rules of confidentiality and Data Protection/Freedom of 
Information Act legislation. 

 
 What Records will be kept, by whom and for how long?  

In line with the relevant national guidance, the employer and Local Authority Designated Officer 
(Managing Allegations Procedure, section 4) are required to keep a record of all allegations for ten 
years or until you reach retirement age, whichever is longer. Such records are maintained for the 
protection of adults and children alike and you should be provided with a copy of the record that is 
kept by your employer. (See below) 

 
 Will this impact upon any future CRB disclosure or references if I apply for another job?  

CRB information is disclosed at the discretion of the Chief Constable although discussions about 
CRB disclosures may occur during the course of multi-agency strategy meetings (Managing 
Allegations Procedure sections 10 & 11). Employers will provide details of any allegations that have 
been made against individuals in the event that they are asked for a reference by a prospective 
employer; this is in line with best [safe recruitment and selection] practice and is intended to ensure 
that clarity is achieved which protects adults and children alike ie it will prevent unnecessary re-
investigation in future and leave no doubt that appropriate and robust procedures were followed and 
the matter dealt with appropriately at the time. 
 
Do take time to read the managing allegations procedure and appendices carefully and liaise 
with your Union / Association representative and Contact Officer, where applicable, in the 
event that you need to clarify anything.  
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CHILD PROTECTION 
Children (18 and under) and Vulnerable Adults 

Policy and Procedure 
 
 

 
 
 
 
 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If someone discloses or makes an allegation: 
 Listen, do not ask questions 
 Do not promise confidentiality 
 Do not make promises you cannot keep 
 Do not take the matter further yourself. Refer all disclosures to the Student Services Manager 

(Valerie Osborne) or Senior Counsellor (Helen Fry) or Senior Designated Person (Helen 
Deacon). 

 Write down the details but pass all notes and records to one of the staff mentioned above 

Student makes a disclosure 
or allegation to a member of 
staff (see points below) 

Member of staff has concerns 
about a student 

Allegation reported to  
Student Services Manager 
(Valerie Osborne) or Senior 
Counsellor (Helen Fry) or 
Senior Designated Person 
(Helen Deacon) or other 
Designated Person (Anne 
Purvis) 

Decides what is to happen 
next. Where appropriate will 
see student. 
Student is offered support 
and is advised of next steps 
 

Seeks advice if necessary. 
Senior Designated Person 
(Helen Deacon) where 
appropriate makes referral to 
external agency 

Student kept informed 
Member of staff is given some 
feedback as to outcome 

Appendix 4 


