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SELF REVIEW TOOL FOR SAFEGUARDING AND CHILD PROTECTION IN SCHOOLS

Revised August 2014
Kelly Waters, Safeguarding Adviser
This review tool has been written to assist Governing Bodies, Proprietors, Head teachers and SDPs in ensuring that their responsibilities in accordance with sections 157 + 175 of the Education Act 2002 and the associated statutory guidance, ‘Keeping Children Safe in Education’ (2014) are met. 

This self review tool has been devised to ensure schools are supported in the process of safeguarding and have access to relevant and valid information regarding their statutory safeguarding functions. The tool will assist schools to examine the current safeguarding arrangements in place and to identify areas which may require further development. A completed audit tool with evidence of actions taken is a valuable source of evidence to demonstrate to the Governing Body and for the purpose of Ofsted inspection how the school is meeting statutory requirements for safeguarding children. 

The tool was revised in April 2014 and again in August 2014 to reflect changes in local and national guidance, with reference to best practice guidance
 and the requirements of the current Ofsted Framework for School Inspection. It forms the evidential basis for the Local Authority audit of school practice in 2013-14. 
Completing the Self-Review

The school should identify the most appropriate members of staff to complete the self-review; this will usually be the Senior Designated Professional and alternate SDPs. As a matter of good practice it is recommended that the named governor for safeguarding is also present during the audit process to ensure any required action is carried out in a timely manner. It is important to document the evidence used to inform the conclusions that have been reached. 
To self assess the effectiveness of your current safeguarding procedures use a marking system from 1-4 as follows: 

	Grade:
	

	1
	Outstanding

	2
	Good

	3
	Requires Improvement

	4
	Inadequate 


When completing the audit, schools should ensure that evidence used to inform the assessments of practice is readily available in school to confirm that these systems are in place. It is also important that schools retain a signed copy of the self-review tool within the school and can evidence when the self-review tool was shared with the Governing Body.
OBJECTIVE: School Ethos – providing a safe environment for pupils to learn in

	Governing bodies should ensure that the school:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	The school ethos is inclusive of child protection issues.
	· Safeguarding children is seen as everyone’s responsibility.
· Pupils, parents and staff are consulted about policies

· Children have a number of avenues through which to express their opinions and raise any concerns e.g. school council, buddies/peer support. 
· Pupil and parental perceptions of safety are regularly tested and the results of these surveys are used to inform future practice. 
	
	

	Ensures Child protection work is given high priority across all aspects of the school’s work.
	· The Senior Designated Professional (SDP) is given designated time for safeguarding and is accessible to staff, pupils and parents.

· Clear roles and responsibilities for safeguarding are made clear and understood by all members of the school community.
	
	

	Helps children through the curriculum
	· Children are taught how to identify and respond appropriately to risk.
· Curriculum Maps

· Children understand very clearly what constitutes unsafe situations and are highly aware of how to keep themselves and others safe in different situations, including in relation to e-safety.
· Young Person’s Guide to Working Together and Keeping Safe are provided to pupils as appropriate
	
	

	Recognises the importance of child protection issues.
	· Regular training is available for all staff.

· Child protection is part of induction for all staff and volunteers.

· Regular updates are given to staff, safeguarding is a fixed agenda item for every staff meeting.

· Practices are reviewed regularly and always in response to cases that raise concern about practices in school. 
	
	

	Actively seeks advice on how to develop a child protection ethos
	· The SDP keeps up to date with practice guidance by accessing local and national resources such as the Norfolk Schools’ and NSCB websites.

· Professional advice is sought from the LA Safeguarding Adviser on policy and procedural changes as required.

· Expertise from other schools is sought as appropriate.
	
	

	Has developed this ethos by revising other school policies in line with the safeguarding policy.
	· The safeguarding policy is referenced in the development of other related policies such as attendance, anti bullying,  behaviour, health and safety, E-Safety etc. 
	
	


Objective: Record Keeping and Monitoring

	Governing bodies should ensure that the school:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Have systems in place for recording concerns about the welfare, safety or behaviour of a child.
	· An agreed reporting form is in place and easily accessible.

· All staff know that no concern is too small to be considered and are actively encouraged to report their concerns.

· All staff and volunteers know how to record concerns.

· All staff and volunteers know who to report to.
· Are all concerns put in writing and passed to the SDP in line with procedures?


	
	

	Records child protection concerns.
	· How is this done?

· Where are the records kept?

· Are they secure?

· Who has access?

· What is the procedure for ensuring staff do not have open access to all child protection files?


	
	

	Child protection concerns are monitored.
	· Are all staff trained to recognise indicators of abuse?
· Are staff routinely informed on a need to know basis why monitoring needs to take place?

· Do the SDP and alternates have procedures in place to regularly review cases of concern? How is this process evidenced and recorded?

· Are referrals are routinely followed up?

· The school has used the NSCB Resolving Professional Disagreements Policy to address concerns about other professionals’ practice.


	
	

	Will pass all child protection and safeguarding information on to the subsequent school.
	· SDP routinely informs the counterpart at any receiving school.

· CP files are always passed to the receiving school.

· A log of files transferred is maintained alongside evidence of confirmation of receipt of the file. 
	
	


OBJECTIVE: Child Protection Files
	Governing bodies should ensure that the school:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	There is a named child protection file for each child there is a cause for a concern for.
	Please explain the monitoring arrangements in place for child protection files including:  who performs the check, how often these checks are carried out and how this is evidenced
	
	

	File will have an up to date chronology of significant events and documents included on the file.
	The files include:

· A Chronology
· A Front Sheet
· Hand written notes.

· Copies of referrals.

· Invitations to child protection conferences and core group meetings.

· Copies of reports to conference
· Minutes of multi-agency meetings

· Relevant e-mail correspondence
· Notes of significant event e.g. admission to hospital, death in family, entry on CP register.
	
	

	Hand written notes are signed and dated to include year, position of author and person be written to.
	
	
	

	Hand written notes, reports and referrals will be valid, useful and factual.
	· Opinion is identified as such.

· Information is recorded as soon after it is seen or heard.

· Body Maps are used to document suspected non-accidental injuries. 


	
	

	Will carry out the actions attributed to them in any Child Protection, Child in Need and /or Family Support Plans.
	· The content of all plans is known.

· An action plan to ensure the education elements of any plans are met is developed. 
· The records demonstrate how the SDP has responded to concerns and carried out actions attributed to the school in any plans. 
	
	


OBJECTIVE: Safeguarding Policy

	Governing bodies should ensure that:
	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	The school will have a safeguarding and child protection policy.
	· There is a policy which has been approved by the Governing Body
· It is updated annually.

· A policy review cycle is in place to ensure that the policy is reviewed within statutory timescales. 

· All staff, visitors, volunteers and parents are aware of its content.

· Staff and volunteers are provided with the policy at induction. 
	
	

	The school policy has been devised with consideration to the LA model policy.
	Please see the Revised Model Whole School Policy for Safeguarding Children Incorporating Child Protection (April 2014) including the policy checklist. 

	
	

	The safeguarding and child protection policy is available publicly via  the school’s website or other means. 
	· Current and previous years prospectus’.

· School website 
	
	


OBJECTIVE: Child Protection Procedures

	Governing bodies should ensure that the school will:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Ensure that every member of staff, volunteer, visitor and parent will know the procedures.
	Examples may include:

· Simple flow chart or bullet point procedure given to all staff, volunteers, visitors and parents (see Appendix 2 of the Model Policy).
· Visitors signing-in procedures include information outlining the school’s safeguarding procedures and who to talk to if there is a concern e.g. leaflet, info on visitors badge, poster. 

· Posters for pupils and staff displayed around the school.

· Induction checklist highlighting the safeguarding guidance given to staff and volunteers.

· Information regarding the school’s procedures is provided to parents of new pupils to the school e.g. through induction events. 
	
	


OBJECTIVE: Training
	Governing bodies should ensure that the school will:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Obtain suitable regular training for the SDP and Alternate.
	· Date of last training attended.

· Certificates

· SDP Training attended within the last two years

· Multi-agency Training attended within the last 3 years. 

· Information given at training.

· How it was the learning shared with staff?

· What impact did the training have on practice?

	
	

	Inform the Governing Body of updated training.
	· Evidenced in reports to the Governing Body
· Who attended?
· When did they attend?

· What training was attended: e.g. governor training, school training, joint agency training.
	
	

	Arrange training for all members of staff.


	· Training undertaken regularly. 
· The LA training package used
· Training logs
· Evidence of content

· Evaluations

· Feedback from staff


	
	


OBJECTIVE: SDP and Named Governor Roles
	Governing bodies should ensure that the school:
	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Has a senior designated professional (SDP)
	· The SDP is a member of the Senior Leadership Team

· Every member of staff knows who this person is and is provided with this information at induction. 
	
	

	Has an alternate SDP
	· As above.
	
	

	Has a named governor for safeguarding
	· As above.
	
	

	The roles are established
	· All understand the remit of each other’s role.

· Time is made for the SDP and alternate SDPs to meet to discuss practice and review cases.

· The SDP meets with the Named Governor on a regular basis to review procedures
	
	

	Time is made available for both roles to work together
	· The SDPs and named Governor complete the self-review tool in partnership.
· A full safeguarding report is submitted to the Governing Body on at least an annual basis. 

· Safeguarding Compliance Checklist for Governors
	
	


OBJECTIVE: Safer Selection and Recruitment

	Governing bodies should ensure that the school:


	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	All selection and recruitment processes take child protection issues into account. The Head teacher and at least one governor have completed accredited Safer Recruitment Training.
.
	· Training is evidenced through certification

· Routine child protection question asked at interview.

· Questions and answers recorded.

· Own views and opinions recorded.
	
	

	Will expect a completed application form to be returned for every available position in school.
	· Copies of application forms on file.
	
	

	Shortlists against agreed criteria.
	· Each post to have agreed, recorded criteria set against job descriptions that each candidate is short listed against.

· Recruitment and selection information should be kept for 6 months for unsuccessful candidates and for the successful candidate(s) information should be kept for the term of the employment plus 7 years.
	
	

	Will always request references and ensure at least one is a current or most recent employer.
	· Copies of standard request letters on file.

· Copies of references. 
	
	

	Will not accept testimonials brought to interview.
	
	
	

	Requests that professional and/or academic qualifications are brought to interview.
	· Selection and recruitment check list attached to each file.
· Copy of invitation to interview available.
	
	

	Will always question gaps in employment history.
	· As above.
· Recorded answers attached to application form.
	
	

	All candidates will be made aware prior to short listed that a satisfactory enhanced Disclosure and Barring Service check with Barred List check will be required.
	· Copy of advert.
· DBS reference number recorded on the Single Central Record.
	
	

	Will ensure the Local Authority model recruitment procedure is followed.
	· G108f Recruitment and Selection Guidance for Schools

	
	

	All safer recruitment checks are evidenced on the Single Central Record and this checked regularly for accuracy.
	Is a single central record (SCR) of staff in place?

Does the SCR indicate that? 

· identity checks have been carried out and by whom 

· all staff have been checked against the Children’s List (previously List 99) 

· that all staff employed since March 2002, and who have not had continuity of employment, have been DBS checked, if they have regular contact with or unsupervised access to children 

· all staff appointed since 12 May 2006 have been DBS checked unless they have continuity of employment

· that supply teachers have an enhanced DBS disclosure with Barred List Check.  

· include all others who have been chosen by the school to work regularly or intensively with children within the school

· the dates when checks were carried out and by whom

· qualifications have been verified where it is a requirement of the job

· right to work in the UK.
	
	


OBJECTIVE: Safer Working Practice for all Staff for the Protection of Children
	Governing bodies should ensure that the school:
	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Will have   Guidance for Safer Working Practice for Adults who work with Children and Young People in Educational Settings (March 2009) 

	· Staff have been provided with the document at induction. 
· Staff have been asked to sign to say they have read and understood the guidance. Staff and volunteers have received training in this area. Unsafe practices are appropriately challenged. 

	
	

	Will have guidance for managing allegations against staff members including the head teacher.
	· The safeguarding policy outlines the procedures for managing allegations against staff and volunteers.
· Appropriate safeguarding training has been accessed by the Headteacher, Chair of Governors and SDPs covering this area.

· They are aware of the statutory guidance in Part 4 of ‘Keeping Children Safe in Education’ (2014)

	
	


	All staff are aware of the school’s Whistle Blowing policy and are given a copy upon appointment.


	· All staff and volunteers have received guidance and training. 

· The school fosters an open culture where staff are actively encouraged and supported to share concerns about unsuitable practice.

· Staff know how to report concerns about other adults in the setting including the Headteacher.

· The contact details for the Chair of Governors and the LADO are easily accessible for staff.

· Advice is sought from the LADO appropriately.  
	
	


OBJECTIVE: Understanding Child Abuse: signs, symptoms and categories

	Governing bodies should ensure that the school:
	Further Guidance & Suggested Evidence
	Evidence

· How do you know in your school?

· What do you have to do in your school to get this or keep it up to date?


	Self-Review Grading

1- 4

	Will have a staff team can describe and explain the categories of abuse.


	· Staff handbook.

· Safeguarding children in education.

· Staff meeting agendas and minutes.

· Safeguarding training.
	
	

	Will have staff that can identify the signs and symptoms of the abuse.


	· Evidence of concerns appropriately documented and passed to the SDP. 
	
	

	Are aware that parental misuse of substances and domestic violence are a cause for concern.


	· Training content
	
	

	Are aware of child on child abuse.
	· Training content
	
	

	Can describe and explain what Child Sexual Exploitation is and know what to do. 
	· Guidance has been provided to all staff in relation to CSE and is included in training.

· SDPs have accessed briefing sessions and/or multi-agency training in this area. 
	
	

	Are aware of female genital mutilation and know it is an offence.


	· Guidance has been provided to all staff in relation to FGM.


	
	

	Know that forced marriage is an abuse of human rights


	· Guidance has been provided to all staff in relation to Forced Marriage.


	
	

	Will be alert to the possibility of fabricated or induced illness.


	· Training content
	
	

	Will consider whether children who are young carers have a right to additional support services
	· Are aware of the support mechanisms for Young Carers in Norfolk including the Young Carers Forum. 
	
	

	Staff can describe and explain what constitutes a private fostering arrangement


	· Private Fostering Guidance for Schools and other Education Settings has been provided to staff

	
	


Summary:

After completing the tool and scoring 1 –4 are you…

1. Confident that staff, volunteers, parents, visitors and pupils know that your school is a safeguarding environment.

2. Aware of which areas of the school provide the most effective safeguarding environment? (department, phase etc)

3. Aware of which areas of the school that are in need of improvement in relation to safeguarding.

4. Aware of any weaknesses or deficiencies that must be remedied.

	ACTION


	PERSON RESPONSIBLE
	TIMESCALE
	EVIDENCE OF PROGRESS

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signed………………………………………………………………………………

SDP ……………………………………………………………………………..

Date……………………………………………………………………………………

Signed………………………………………………………………………………

Head teacher……………………………………………………………………………..

Date……………………………………………………………………………………

Signed………………………………………………………………………………

Governor ……………………………………………………………………………..

Date……………………………………………………………………………………

� � HYPERLINK "http://www.schools.norfolk.gov.uk/view/ncc097061" \t "_top" �Safeguarding in Schools: Best Practice, Ofsted (September 2011)� 


� HYPERLINK "http://www.schools.norfolk.gov.uk/view/ncc105519" \t "_top" �Best Practice in Safeguarding in Colleges, Ofsted (April 2011)�


� HYPERLINK "http://www.schools.norfolk.gov.uk/view/ncc112414" \t "_top" �You have someone to trust - Outstanding safeguarding practice in primary schools�, Office of Children’s Commissioner (September 2012)
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