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SAFEGUARDING CONTACTS: THE LATIN PROGRAMME

Executive Director: Zanna Wing-Davey
Contact details: zanna@thelatinprogramme.co.uk / 07794978347

Designated Safeguarding Lead: Jonathan Goddard
Contact details: jonathan@thelatinprogramme.co.uk / 07968629011

Deputy Safeguarding Lead/Programme Director: Charmian Bedford
Contact details: charmian@thelatinprogramme.co.uk / 07979966736

Board Member with Responsibility for Safeguarding: Katharine Swire
Contact details: katharineswire@hotmail.com

NSPCC Helpline: 0808 800 5000




SAFEGUARDING CONTACTS: SCHOOLS

St Peter’s Eaton Square, Westminster: Jane Carrington(Designated Safeguarding Lead),
Taljeet Sidhu, Mrs Foley (Deputy Designated Safeguarding Leads)

St Mary’s C E Primary School, Brent: Rochelle Sylvester (Designated Safeguarding Lead)

St Mary’s C E Primary School, Waltham Forest: Mr J Pitchford (Designated Safeguarding
Lead)

St Joseph’s Catholic Primary School, Wandsworth: Emma Cashier (Headteacher), Doris
Yohannes (Deputy Headteacher)

Holy Trinity C of E Primary School, Camden: Miss Dillon (Designated Safeguarding Lead), Ms
McQueen (Deputy Safeguarding Lead)

Argyle Primary School, Camden: Jemima Wade (Designated Lead), Bernadette Mukasa,
Reena Merali (Deputy Designated Leads)

St Barnabas’ C E Primary, Westminster: Lauren Castle (Head of School, Designated
Safeguarding Lead), Sarah Maltese, Jane Colburn (Deputy Safeguarding Leads)

Emmanuel Primary School, Camden: Miss Burns (Designated Safeguarding Lead), Mrs Dilley,
Mr Edwards (Deputy Safeguarding Leads)

SAFEGUARDING CONTACTS: LOCAL AUTHORITIES

Brent: https://www.brent.gov.uk/children-young-people-and-families/keeping-children-
safe##Reportchildabuse

Camden: https://www.camden.gov.uk/safeguarding-adults-and-children

Waltham Forest: https://www.walthamforest.gov.uk/families-young-people-and-
children/child-protection/multi-agency-safeguarding-hub-mash

Wandsworth: https://www.wandsworth.gov.uk/health-and-social-care/children-and-
families/report-a-concern-about-a-child/

Westminster: https://www.westminster.gov.uk/children-and-families/childrens-social-
carett:~:text=1f%20you%20have%20concerns%20about,(outside%200f%20these%20times)
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OUR POLICY STATEMENT

The Latin Programme’s core aim is to improve literacy through the delivery of dynamic,
rigorous and engaging Latin lessons to London state school pupils. Primarily, The Latin
Programme delivers these lessons in curriculum, embedded within the school’s timetable,
and following the school’s safeguarding guidance and policies with support from the
school’s designated safeguarding lead and deputy safeguarding leads.

Our core values

We believe that every staff member, board member and volunteer has a responsibility to
promote the welfare of all children and young people, ensuring that all learning
environments both in person and virtual are safe spaces for our pupils.

We recognise that it is of the utmost importance to give equal priority to the safety of all
children hereand young people safe regardless of their age, disability, gender reassignment,

race, religion or belief, sex, or sexual orientation.

We recognise some children are additionally vulnerable because of the impact of previous
experiences, their level of dependency, communication needs or other issues.

Legal Framework

Safeguarding is a statutory responsibility. This policy has been drawn up on the basis of
legislation, policy and guidance that seeks to protect children in the UK. The Latin
Programme follows guidance in Keeping Children Safe in Education (DfE Sep 2022),
available here, and is committed to working together according to the guidance issued in
Working Together to Safeguard Children (HM Govt 2018).

This policy

The purpose of this policy is:
- to protect children and young people who receive The Latin Programme’s services
from harm.
- to provide our staff and volunteers, in addition to children, young people and their
parents and guardians a clear framework for conduct and overview of the principles
that guide our approach to child protection.

This policy applies to all staff of The Latin Programme, as well as board members, freelance
facilitators and volunteers.

We will seek to keep children and young people safe by:
- valuing, listening to and respecting them

- appointing a designated safeguarding lead for children and young people, a
minimum of one deputy, and a board member with responsibility for safeguarding


https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf

- adopting child protection and safeguarding best practice through our policies,
procedures and code of conduct for staff and volunteers

- developing and implementing an effective online safety policy and related
procedures

- providing effective management for staff and volunteers through supervision,
support, training and quality assurance measures so that all staff and volunteers
know about and follow our policies, procedures and behaviour codes confidently and
competently

- recognising and implementing safer recruitment procedures and ensuring that staff
selection panels are appropriately trained

- recruiting and selecting staff and volunteers safely, ensuring all necessary
checks are made

- recording, storing and using information professionally and securely, in line with
data protection legislation and relevant guidance

- making our safeguarding policy available to children and their families via our
website

THE ROLE OF THE DESIGNATED SAFEGUARDING LEAD

The role of the Designated Safeguarding Lead and their Deputy/ies is to take primary
responsibility for safeguarding and child protection within The Latin Programme. During
term time, the Designated Safeguarding Lead (or a Deputy) should always be available
(during school hours) for staff in the school or college to discuss any safeguarding concerns.
If in exceptional circumstances, the Designated Safeguarding Lead (or Deputy) is not
available, this should not delay appropriate action being taken.

The Designated Safeguarding Lead and any Deputies should undergo training to provide
them with the knowledge and skills required to carry out the role. The training should be
updated every two years.

The Designated Safeguarding Lead should undertake Prevent awareness training:
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen2.html

In cases where either i) The Latin Programme Designated Safeguarding Lead does not
believe the school’s designated safeguarding lead (DSL) and deputies are fulfilling their
duties to promote and safeguard the welfare of children or ii) The Latin Programme is
delivering lessons or events not affiliated with any school, then the Designated Safeguarding
Lead is expected to:

e refer cases of suspected abuse to the local authority Children’s Services as required
e refer cases to the Channel programme where there is a radicalisation concern as required.

A description of the responsibilities of the Designated Safeguarding Lead is set out in
Appendix 3.



https://www.elearning.prevent.homeoffice.gov.uk/edu/screen2.html

Any Deputies should be trained to the same standard as the Designated Safeguarding Lead
and their responsibilities are set out in Appendix 4. Whilst the activities of the Designated
Safeguarding Lead can be delegated to appropriately trained Deputies, the ultimate
responsibility for safeguarding and child protection, as set out above, remains with the
Designated Safeguarding Lead, and this responsibility should not be delegated.

STAFF CODE OF CONDUCT

All Latin Programme trustees, staff and volunteers are responsible for promoting and
safeguarding the welfare of children and must read Part One and Annex A of Keeping
Children Safe in Education (KCSIE)(DfE Sep 2022) before beginning work with The Latin
Programme. Furthermore, they must sign up to and abide by the following Code of
Conduct:

Trustees, staff and volunteers must never:

- Verbally abuse, insult or treat pupils in any manner which could be deemed
emotional abuse

- Hit or otherwise physically assault or physically abuse children.

- Develop physical/sexual relationships with children.

- Develop relationships with children that could be deemed exploitative or abusive.

- Actin ways that may be abusive (physically or emotionally) or may place a child at
risk of abuse.

- Behave physically in a manner that is inappropriate or sexually provocative.

- Have unsupervised contact with any of the children involved in the programme
outside school hours.

- Condone or participate in behaviour that is illegal, unsafe or abusive

This is not an exhaustive or exclusive list.

STAFF TRAINING

All Latin Programme staff should undergo safeguarding and child protection training at
induction and this should be updated at least annually. Updates do not have to be formal
face-to-face training, and can include online learning. A record of such training should be
kept within The Latin Programme and all updates logged.

Once a school has been allocated to a Latin Programme teacher, that teacher should
familiarise his/herself with the safeguarding systems of the school prior to the first lesson,
including:

- The safeguarding policy
- The behaviour policy

- The staff behaviour policy/code of conduct



- The role and identity of the school’s DSL and any deputies

Latin Programme teachers must follow the school procedures in the event of any disclosures
or becoming aware of any safeguarding issue.

RECOGNISING THE NEED FOR EARLY HELP

Any child may benefit from early help, but all Latin Programme staff should be particularly
alert to the potential need for early help for a child who:

- is disabled and has specific additional needs;

- has special educational needs (whether or not they have a statutory Education,
Health and Care Plan);

- isayoung carer;

- is showing signs of being drawn in to anti-social or criminal behaviour, including gang
involvement and association with organised crime groups;

- is frequently missing/goes missing from care or from home;

- is at risk of modern slavery, trafficking or exploitation;

- is at risk of being radicalised or exploited;

- isin a family circumstance presenting challenges for the child, such as drug and
alcohol misuse, adult mental health issues and domestic abuse.

INDICATORS OF NEGLECT AND ABUSE

The Latin Programme considers that abuse and or neglect may occur when someone
responsible for a child inflicts harm, or fails to act to prevent harm. This may take place
within a family, school, institution or community setting. It is important to remember that
the person who abuses is usually known to the child, but can also be a stranger.

Staff are expected to be alert to the types of neglect and abuse defined in KCSIE and to
ensure that any concerns about the welfare of a pupil are reported to the appropriate
designated safeguarding lead. Staff should report any concern of abuse or neglect to the
appropriate designated safeguarding lead (i.e. the school’s DSL when the primary institution
is a school, and The Latin Programme Designated Safeguarding Lead when the primary
institution is The Latin Programme).

In the event that the concern involves the school’s DSL, staff must follow the school line of
designated report. This may be to the school’s head, deputy DSL or chair of governors.

In the event that the concern involves The Latin Programme Designated Safeguarding Lead,
the report should be made to the Executive Director. If the concern involves the Executive
Director, it should be made to the Chair of the Board (with the assistance of The Latin
Programme Designated Safeguarding Lead). For more information, refer to the Staff
Allegations section of this policy.

Staff should consider the following categories of ill treatment:
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Neglect: failure to provide basic care to meet the child’s physical needs, such as not
providing adequate food, clothing or shelter; failure to protect the child from harm or
ensure access to medical care and treatment.

Physical abuse: causing physical harm or injury to a child.

Sexual abuse: involving children in sexual activity, or forcing them to witness sexual activity,
which includes involving children in looking at or the production of pornography.

Emotional abuse: failure to provide love and warmth that affects the child’s emotional
development; psychological ill treatment of a child through bullying, intimidation or threats.

Possible indicators of abuse

Neglect
- Inadequate or inappropriate clothing
- Appears underweight and unwell and seems constantly hungry
- Failure to thrive physically and appears tired and listless
- Dirty or unhygienic appearance
- Frequent unexplained absences from school
- Lack of parental supervision

Physical abuse
- Any injury such as bruising, bite marks, burns or fractures where the explanation
given is inconsistent with the injury
- Injuries in unexpected places or that are not typical of normal childhood injuries or
accidents
- High frequency of injuries
- Parents seem unconcerned or fail to seek adequate medical treatment

Sexual abuse

- Sexual knowledge or behaviour that is unusually explicit or inappropriate for the
child’s age/stage of development

- Sexual risk-taking behaviour including involvement in sexual exploitation/older
boyfriend

- Continual, inappropriate or excessive masturbation

- Physical symptoms such as injuries to genital or anal area or bruising, sexually
transmitted infections, pregnancy

- Unwillingness to undress for sports

Emotional abuse
- Developmental delay
- Attachment difficulties with parents and others
- Withdrawal and low self-esteem

Indirect indicators of abuse and neglect
- Sudden changes in behaviour
- Withdrawal and low self-esteem



- Eating disorders

- Aggressive behaviour towards others

- Sudden unexplained absences from school
- Drug/alcohol misuse

- Running away/going missing

RESPONDING TO CONCERNS OF ABUSE
Disclosure

If a pupil discloses to a member of staff that they are being abused, the member of staff
should:

- listen to what is said without displaying shock or disbelief and accept what the child
is saying;

- allow the child to talk freely without asking leading questions;

- reassure the child but avoid making promises that may not be possible to keep; in
particular do not promise confidentiality, as the school’s DSL and The Latin
Programme Designated Safeguarding Lead may have to be informed and, further to
that, a referral to children’s social care may have to be made if appropriate;

- refrain from discussing the concerns with any other members of school staff, Latin
Programme staff or others as doing so may compromise any possible investigation;

- reassure the child that what has happened is not their fault and that they were right
to tell someone;

- avoid criticising the alleged perpetrator;

- explain what will happen next and who has to be told;

- make a formal record and pass this on to either i) the school’s DSL or ii) The Latin
Programme Designated Safeguarding Lead, in the case that the primary institution is
The Latin Programme.

Reporting the Concern (when the primary institution is a school)

Where there is a concern about the welfare of any child or young person in a school setting,
The Latin Programme staff member, volunteer, or freelance facilitator should report that
concern to the school’s DSL on the same day, and then immediately inform The Latin
Programme’s Designated Safeguarding Lead.

Staff may be asked to make a written statement outlining their concerns and should be
ready to follow the appropriate actions recommended by the school’s DSL. This may include

being interviewed by an outside agency such as Children’s Services or the Police.

Reporting the Concern (when the primary institution is The Latin Programme)

Where there is a concern about the welfare of any child or young person outside of a school
setting, where The Latin Programme is the primary institution, The Latin Programme staff
member, volunteer, or freelance facilitator should report that concern to The Latin
Programme’s Designated Safeguarding Lead.



The Designated Safeguarding Lead will assess the situation and make a decision about
whether to take advice/make a referral to Children’s Services, or specialist services or early
help services in accordance with the thresholds set by the Safeguarding Children Partnership
appropriate to the local authority where the event occurs. If early help is appropriate, the
Designated Safeguarding Lead (or Deputy) will generally lead on liaising with other agencies
and setting up an inter-agency assessment as appropriate. Staff may be required to support
other agencies and professionals in an early help assessment, in some cases acting as the
lead practitioner.

If the Designated Safeguarding Lead or Deputy Safeguarding Lead is not available, Latin
Programme staff should not delay taking appropriate action and should consider speaking to
a member of the Leadership Team and/or taking advice from Children’s Services. Any
member of Staff can make a referral direct to Children’s Services, but they should inform the
Designated Safeguarding Lead on the same day so that an appropriate course of action can
be agreed.

Staff must not promise confidentiality to the child and must always act in the best interests
of the child. The Latin Programme will always take into account the child’s wishes and
feelings when determining what action to take and what services to provide to protect
individual children, through ensuring that there are appropriate systems in place for
children to express their views and give appropriate feedback. If, following a referral, a
child’s situation does not appear to be improving, the Designated Safeguarding Lead (or the
person who made the referral) should press for re-consideration to ensure that the
concerns have been addressed, and, most importantly, that the child’s situation improves.

If a child is in immediate danger or left alone, the Police should be contacted directly
(101/999) and/or an ambulance called (999) where there is need of medical assistance. If, at
any point, there is a risk of immediate serious harm to a child, a referral should be made to
Children’s Services and/or the Police immediately.

Anyone can make a referral. Parental consent is not required for referrals to statutory
agencies. Staff have a duty to ensure that the appropriate actions are taken regarding their
safeguarding concerns and should consider asking for an update from the Designated
Safeguarding Lead to whom the report was made.

See Appendix 1 for a flow chart setting out the process for staff when they have concerns
about a child.

Records

All safeguarding concerns must be recorded by the Designated Safeguarding Lead. Child
protection records relating to pupils are highly confidential and will be kept in a designated
welfare file separate to the pupil’s education records. These records will be securely held
within The Latin Programme.

Records should show:
- what the concerns were;
- what action was taken to refer on concerns or manage risk within the charity;
- whether any follow-up action was taken;



- how and why decisions were made.

Any incidents, disclosures or signs of neglect or abuse should be fully recorded with dates,
times and locations. Records should also include a note of what action was taken.

Staff should use the Cause for Concern form here.

The Board Member with Responsibility for Safeguarding will check at least once a year
that The Latin Programme’s records, including the record of staff safer recruitment
checks and safeguarding training, are up-to-date, comprehensive and kept in an
orderly fashion. To maintain confidentiality, this will not entail scrutinising the details
or contents of records but will ensure sound processes.

Staff Allegations

Any concern about a Latin Programme staff member, freelance facilitator or volunteer
should be directed to the Designated Safeguarding Lead and the Executive Director. In case
of the absence of the Designated Safeguarding Lead and/or the Executive Director, the
Deputy Safeguarding Lead should be contacted, who will refer the issue to the Board. Any
concern involving the Designated Safeguarding Lead should be referred to the Executive
Director and any concern involving the Executive Director should be referred to the Chair of
the Board.

Whistleblowing

The Latin Programme recognises that there may be circumstances where staff and pupils
feel unable to raise concerns or incidents of malpractice within the charity environment as
there is reasonable doubt that these would be dealt with adequately.

All staff and volunteers have a legal duty to raise concerns where they feel The Latin
Programme is failing to safeguard and promote the welfare of children. Where it is not
possible to raise concerns within The Latin Programme and where there are issues regarding
its overall procedures around safeguarding, staff and volunteers may use the following
numbers:

- Camden Council’s confidential and independent help-line for protected disclosure on

020 7974 3317 (0207 974 4444 (option 1) out of hours)
- the Ofsted whistleblowing line on 0300 123 3155
- the NSPCC whistleblowing helpline on 0800 028 0285.

SAFER RECRUITMENT

The Latin Programme recognises safer recruitment practices are an essential part of creating
a safe environment for children and will ensure that staff working in the charity are suitable
to do so and do not pose any kind of risk to children. At least one member of any Latin
Programme recruitment panel will have been trained in safer recruitment.
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The Latin Programme will carry out extensive checks and enquiries on applicants for all
positions, including for volunteers, freelance facilitators and board members. The
Programme Director will verify the following information for all new staff members and
freelance facilitators:

- The applicant’s identity must be verified from their passport or other photographic
ID and proof of address must be provided.

- The applicant’s right to work in the UK must be evidenced through documentation.
Only original documentation should be accepted and its validity checked in the
presence of the applicant.

- Where the applicant will be involved in regulated activity, an enhanced DBS check
will be taken out, including information from the barred list. If the applicant will
begin work before an enhanced DBS check can be completed, a barred list check
must first be obtained.

- In the case of teaching staff, checks will be made on the applicant’s academic and
vocational qualifications and further checks made on TRA Teacher Services system to
ensure they are not prohibited from teaching under a teacher prohibition order.

- Where the applicant has been living abroad, similar enquiries will be made in the
country of origin relating to the applicant’s qualifications and suitability to teach via
the TRA Teacher Services system.

- Enquiries will be made regarding the applicant’s state of physical and mental health
to the extent that it may affect their capacity to carry out their role.

The Latin Programme will ensure that:

- No staff member or volunteer will be allowed to take up posts until all checks and
enquiries required for that position have been satisfactorily completed.

- All job advertisements and application forms will clearly state that the role is a
safeguarding role and that applicants will be expected to agree to undergo DBS and
other checks as part of safer recruitment practices.

- Although the Executive Director will have day-to-day responsibility for the
recruitment of staff, the Board will ensure that they maintain an overview of
recruitment systems in order to scrutinise practice and ensure all statutory checks
are carried out.

- Checks will be taken out on existing staff where concerns arise regarding their
suitability to work with children or a person moves into a post that is a regulated
activity.

- The Programme Director will be responsible for keeping a single central record of all
staff and volunteers who work in schools, including details of all checks carried out
and their outcomes.

USE OF PHOTOGRAPHY, VIDEO AND AUDIO RECORDING
Written permission must always be sought from parents/carers before taking photographs,

videos or audio recordings of The Latin Programme pupils in any setting, both physical and
digital.
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If those photographs, videos or audio recordings are intended for public use such as on the
website, via our social media, or on any podcast platform, the parent/carer should be made
aware of this as part of the permission form.

If at any stage a parent/carer wishes to change the information on the form this can be
done by informing The Latin Programme of the necessary changes via email at
info@thelatinprogramme.co.uk

ONLINE SAFETY

Where The Latin Programme uses video conferencing software to hold pupil-attended
events, The Latin Programme takes every precaution to ensure the safety of all participants.
These steps include:
- Applying the same safer recruitment practice to online facilitators as for those in
face-to-face settings including DBS checks and references.
- A Latin Programme staff member taking the role of host in charge of entry, the
register, break-out rooms, and teaching assistance.
- Informing parents and carers ahead of time that they must ensure that their
username matches their child’s name, which The Latin Programme host can check
against a register to avoid admission of any other users.

When using YouTube Live, The Latin Programme will ensure that comments are disabled
and that the video is marked as ‘Made For Children’.

NON-COLLECTION OF CHILDREN FROM AN EXTRA-CURRICULAR EVENT

In the event of The Latin Programme holding an extra-curricular event that is not affiliated
with any specific school, parents/carers will be asked to provide the details of the person
who will collect the child. The Latin Programme will make it clear that, should arrangements
change, the relevant staff will need to will be notified in advance of the collection time,
giving details of the person authorised to collect the child. The Latin Programme will also
take the details of at least two people who can be contacted in an emergency in the event
that the child is uncollected.

In the event that anyone who is not authorised to do so attempts to collect the child, The
Latin Programme will not allow the child to leave and will contact the person authorised to
collect the child or either of the emergency contacts immediately.

If a child is uncollected for longer than one hour after the arranged pick-up time, The Latin
Programme will contact the appropriate Children and Families Contact Service to put the

local authority on notice.

If no contact can be made with the person authorised to collect the child or either of the
emergency contacts an hour and a half after arranged pick-up time, The Latin Programme
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will contact the Children and Families Contact Service who will arrange for a social worker to

collect the child or make arrangements for the child to be transported to the Local Authority
Office.

Parents will be made aware of these procedures in advance of any events.
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Appendix 1

PROCESSES FOR STAFF: FOLLOWING UP
ON CONCERMNS OR A DISCLOSURE

A CHILD MAKES A DISCLOSURE YOU HAVE A CONCERN ABOUT A CHILD
= [(or't promise confidentisity = Maka 3 note ofyour observations
= Listen carefully toowhat they're saping = Talk ta the child if theyre wiling - making sure not
= {iye tham the tools to talk to promise confidantialing

Lat them know they'va done the right thing by taling you
Tell them it's ot their fault

» Sayyou'll take thern Seriausly

Dart confront the alleged anoser

Explain what yaull do next

Take riales

Repart wihat the child has told you s spon &8 passible

& & & @

WHEM THE PRIMARY INSTITUTION WHEN THE PRIMARY INSTITUTION 13
15 A SCHOOL THE LATIN PROGRAMME (l.2. TLP SUMMER SCHOOL)
Take immedlate action. Take immediate actlon.
If the child is in immediate danger, call 999, If the child is in Immediate danger, call 999,
TLP s1aff should speak to the schoal safeguarding Staff folow Safepuarding Policy and repot the concem
laad, then immediately infarm TLP designatad to thie TLP designated safeguarding lead, wha wil decide
safaguarding lead. upon a course of action that may invalee making a

rafarral direct to Children's Servioas,
If the TLP staff member deas naot beliese the school s
taking approgeiate action to safeguard and protect
children, the TLP desgnated safeguarding lead will
take action.

Any mermber of Staff can make a referral direct to
Children's Services, but they should inferm the TLP
Designated Safeguarding Lead on the same day so
that an appropriate course of action can be
agreed.

If the TLP staff mernber has concerns that the TLP
designated safaguarding lead Is not tabing aporopriate
actien, of that the concern refers spadfically to the TLP
safeguarding lead, the staff should inferm the board via
Katharine Swire: katharineswired@hotmall com

If a referral Is nok raquired, Designated safeguarding lead
schoalTLP will take the relevart Referral madedf |

or staff make referral t
action, possibly including pastoral cancerns escalate.

Children's Sandces [and call
suppart andfor early help and Palice i appropriate)
moniars locally.
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Appendix 2

Cause for concern form

Pupil’s name: | I Date of birth: ‘ ‘

Class/year group: ‘ |Ethnicity: ‘ ‘

Any disability or special needs:

What are your concerns about the pupil?
Please provide a description of any incidents or observations including dates and times.

1. What have you observed and when?
Include anything you have personally witnessed. Be clear about what is fact and what is your opinion.

2. What have you been told and when?
Include anything the child or another person has told you. Use exact words if possible.
Be clear about who has said what.

3. What have you heard and when?
Include any information you have heard from a third party relating to the concern.

Child protection in schools N SPCC

Copyright © NSPCC 2019 / All rights reserved. National Society for the Prevention of Cruelty to Children 1/2
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4. What action have you taken in response to this concern?
Have you contacted anyone else in relation to the concern?

If the child has a physical injury, have you sought medical advice? Has the child received any medical
attention in relation to the injury?

Date and time of this record:

Your name (please print): ‘ ‘

Your position or job title: ‘ ‘

Your signature: ‘ ‘

Now give this record to the nominated child protection lead or their deputy if they are unavailable.

Date and time received by the nominated child protection lead:

Child protection in schools N S Pcc

Copyright @ NSPCC 2019 / All rights reserved. National Saciety for the Prevention of Cruelty to Children.

2/2
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Appendix 3

The Latin Programme
Designated Safeguarding Lead Job Description

Purpose of the role

To take the lead in ensuring that appropriate arrangements for keeping children and young
people safe are in place at The Latin Programme.

To promote the safety and welfare of children and young people involved in The Latin
Programme’s activities at all times.

Responsibility Check-List — actionable items

e Oversee the update of the Safeguarding Policy in advance of the start of each
academic year.

e Undergo training to acquire and update knowledge and skills required to carry out
the role. The training should be updated every two years:
https://vitalskills.co.uk/course/designated-safeguarding-lead-children/

e Undertake Prevent awareness training
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen2.html

e Ensure the induction of new Latin Programme staff by either delivering a
safeguarding training session or by ensuring each staff member has completed an
online course e.g. https://learning.nspcc.org.uk/training/child-protection-schools.
This training should be updated annually and records kept.

Duties and responsibilities

1. Take a lead role in developing and reviewing The Latin Programme’s safeguarding and
child protection policies and procedures.

2. Take a lead role in implementing The Latin Programme’s safeguarding and child
protection policies and procedures: ensuring all safeguarding and child protection issues
concerning children and young people who take part in The Latin Programme’s activities are
responded to appropriately, and in accordance with The Latin Programme’s Safeguarding
Policy.

3. Make sure that everyone working or volunteering with or for children and young people
at The Latin Programme including the board of trustees, understands the safeguarding and
child protection policy and procedures and knows what to do if they have concerns about a
child’s welfare. This will include adopting robust safer recruitment procedures and providing
regular and appropriate safeguarding training.

4. Make sure children and young people who are involved in activities at The Latin

Programme and their parents know who they can talk to if they have a welfare concern and
understand what action the organisation will take in response.
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5. Receive and record information from anyone who has concerns about a child who takes
part in The Latin Programme’s activities.

6. Take the lead on responding to information that may constitute a child protection
concern, including a concern that an adult involved with the Latin Programme may present a
risk to children or young people. This includes:

a. assessing and clarifying the information

b. making referrals to statutory organisations as appropriate

c. consulting with and informing the relevant members of the organisation’s
management

d. following the organisation’s safeguarding policy and procedures.

7. Liaise with, pass on information to and receive information from statutory child
protection agencies such as:

a. the local authority child protection services
b. the police.

This includes making formal referrals to agencies when necessary.

8. Consult the NSPCC Helpline when support is needed, by calling 0808 800 5000 or emailing
help@nspcc.org.uk.

9. Store and retain child protection records according to legal requirements and the
organisation’s safeguarding and child protection policy and procedures.

10. Work closely with the board of trustees and the Deputy Safeguarding Lead to ensure
they are kept up to date with safeguarding issues and are fully informed of any concerns
about organisational safeguarding and child protection practice.

11. Report regularly to the board of trustees on issues relating to safeguarding and child
protection, to ensure that child protection is seen as an ongoing priority issue and that
safeguarding and child protection requirements are being followed at all levels of the
organisation.

Appointment to this role is subject to satisfactory vetting and barring checks.

Training for designated safeguarding leads:
https://learning.nspcc.org.uk/training/designated-safeguarding-lead-dsl|

Helpful resources for designated safeguarding leads:
- Child abuse and neglect learning: https://learning.nspcc.org.uk/child-abuse-and-
neglect
- Recognising and responding to abuse learning: https://learning.nspcc.org.uk/child-
abuse-and-neglect/recognising-and-responding-to-abuse
- Safeguarding and child protection learning: https://www.safecic.co.uk/freebies
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Appendix 4

The Latin Programme
Deputy Safeguarding Lead Job Description

Purpose of the role

To support the Designated Safeguarding Lead in ensuring that appropriate arrangements for
keeping children and young people safe are in place at The Latin Programme.

To promote the safety and welfare of children and young people involved in The Latin
Programme’s activities at all times.

Responsibility Check-List — actionable items

e Undergo training to acquire and update knowledge and skills required to carry
out the role. The training should be updated every two years:
https://vitalskills.co.uk/course/designated-safeguarding-lead-children/

e Undertake Prevent awareness training:
https://www.elearning.prevent.homeoffice.gov.uk/edu/screen2.html

Duties and responsibilities

Although the ultimate lead responsibility for safeguarding and child protection, as set out
above, remains with the Designated Safeguarding Lead, the Deputy Safeguarding Lead
should be available to support the Designated Safeguarding Lead in carrying out their duties.
These might include:

1. Make sure children and young people who are involved in activities at The Latin
Programme and their parents know who they can talk to if they have a welfare concern and
understand what action the organisation will take in response.

2.. Receive and record information from anyone who has concerns about a child who takes
part in The Latin Programme’s activities.

3. Respond to information that may constitute a child protection concern, including a
concern that an adult involved with the Latin Programme may present a risk to children or
young people. This includes:

a. assessing and clarifying the information

b. making referrals to statutory organisations as appropriate

c. consulting with and informing the relevant members of the organisation’s
management

d. following the organisation’s safeguarding policy and procedures.

7. Liaise with, pass on information to and receive information from statutory child
protection agencies such as:
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a. the local authority child protection services
b. the police.
This includes making formal referrals to agencies when necessary.

8. Consult the NSPCC Helpline when support is needed, by calling 0808 800 5000 or emailing
help@nspcc.org.uk.

9. Store and retain child protection records according to legal requirements and the
organisation’s safeguarding and child protection policy and procedures.

10. Work closely with the board of trustees and the Designated Safeguarding Lead to ensure
they are kept up to date with safeguarding issues and are fully informed of any concerns
about organisational safeguarding and child protection practice.

11. Report regularly to the board of trustees on issues relating to safeguarding and child
protection, to ensure that child protection is seen as an ongoing priority issue and that
safeguarding and child protection requirements are being followed at all levels of the

organisation.

Appointment to this role is subject to satisfactory vetting and barring checks.

Policy last updated: February 2024
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