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Context 
 
All adults who come into contact with children and young people in their work have a duty of care to safeguard 
them. 
 
This guidance aims to: 

• Help the staff at Chipping Campden School to provide safe environments which safeguard young 
people  

• Reduce the risk of staff at Chipping Campden School from being unjustly accused of improper conduct 
• Support School Policies on Child Protection and Safeguarding, Bullying, Behaviour, Confidentiality, 

Internet Safety, Recruitment and Trips and Outings. 
 

Duty of care 
 
All adults who work with, and on behalf of children, are accountable for the way in which they exercise 
authority, manage risk, use resources, and safeguard children and young people.  
 
Therefore, we must: 

• always act, and be seen to act, in the child’s best interests 
• avoid any conduct which would lead any reasonable person to question our motivation and intentions 
• set the example for respectful behaviour 
• know and follow safeguarding and child protection policies and procedures  
• foster a culture of openness and support 
• use systems in place for concerns to be raised 
• avoid situations which render us particularly vulnerable 

 

Confidentiality 
 
Confidential information about a child or young person should never be used casually in conversation or 
shared with any person other than on a need-to-know basis. In circumstances where the child’s identity does 
not need to be disclosed the information should be used anonymously. There are some circumstances in which 
a member of staff may be expected to share information about a child, for example when abuse is alleged or 
suspected. In such cases, individuals have a duty to pass information on without delay, but only to those with 
designated child protection responsibilities. 
 
Therefore, we must: 

• treat information we receive about children and young people in a discreet and confidential manner 
• be clear about when information can be shared and in what circumstances it is appropriate to do so 
• know to whom any concerns or allegations should be reported, therefore, 
• know and follow confidentiality and safeguarding policies and procedures 
• never promise a child that we will keep secrets or ask them to keep a secret 
• if you are in any doubt about information sharing, seek guidance from the DSL or Principal 
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Making a professional judgement 
 
This guidance cannot provide a complete checklist of what is, or is not, appropriate behaviour for adults in all 
circumstances BUT ALWAYS make decisions in the best interests of the young person. Judgements made where 
no guidelines exist, or contravene existing guidelines, should always be recorded and shared with the DSL or 
Principal. 
 

Power and positions of trust 
 
We must report and record any incident which might be misinterpreted by others. Therefore, we must not: 

• use our position to gain access to information for our own or others’ advantage   
• use our position to intimidate, bully, humiliate, threaten, coerce or undermine young people 
• use our status and standing to form or promote relationships which are of a sexual nature, or which 

may become so 
 

Propriety and behaviour 
 
We have a responsibility to maintain public confidence in our ability to safeguard the welfare and best interests 
of our students.  Therefore, we should: 

 be aware that behaviour in our personal lives may impact upon our work with young people; misuse of 
drugs or acts of violence would be examples of such behaviour. 

 understand that the behaviour of a partner (or other family member) may raise questions about our 
suitability to work with children 

 

Dress and appearance 
 
We expect adults to dress in ways which are appropriate to their professional role. A good guide to this is a 
dress code elected to be worn at interview. Therefore, we need to dress in a manner that: 

• is not likely to be viewed as offensive, revealing, or sexually provocative 
• does not distract, cause embarrassment or give rise to misunderstanding 
• is absent of any political or otherwise contentious slogans  
• is not considered to be discriminatory and/or  is culturally sensitive 
• facilitates clear communication, therefore, staff employed at Chipping Campden School may not wear 

any headdress that obscures facial expression and/or eye contact 
 

Personal living space 
 
No child or young person should be in or invited into our home, unless the reason for this has been firmly 
established and agreed with parents/ carers and senior staff.  We should always: 

• be vigilant in maintaining our privacy and mindful of the need to avoid placing ourselves in vulnerable 
situations 

• be mindful of the need to maintain professional boundaries 
• refrain from asking students to undertake personal jobs or errands 

 
  
 
 
 
 



 
 

Safer Working Practice Policy 

Safer Working Practice Policy         Page 4 of 11 

Gifts, rewards and favouritism 
 
The giving of gifts or rewards to children or young people should be part of our agreed Behaviour Policy.  
Outside this remit, the giving of gifts can be misinterpreted by others as a gesture either to bribe or groom a 
young person.  Care should also be taken to ensure that adults do not accept any gift that might be construed 
as a bribe by others, or lead the giver to expect preferential treatment.  There are occasions when young 
people or parents wish to pass small tokens of appreciation to adults e.g. on special occasions or as a thank-
you, and this is acceptable. If in doubt, please discuss with your DSL. 
 

Infatuations 
 
Any member of staff who becomes aware that a young person is developing an infatuation, should discuss this 
at the earliest opportunity with a senior member of staff so appropriate action can be taken to avoid any hurt, 
distress or embarrassment.  We must make every effort to ensure that our own behaviour is above reproach.   
 
We should: 

• report and record any incidents or indications (verbal, written or physical) that suggest a child or young 
person may have developed an infatuation with an adult in the workplace  

• always acknowledge and maintain our professional boundaries 
 

Communication with young people 
 
We should ensure that all communications are transparent and open to scrutiny.   
 
Therefore, we must: 

• never discuss the private details of one student with another 
• not give our personal contact details to young people  
• ONLY use school e-mail for ONLY professional reasons when contacting students 
• follow the School’s RUP User’s Policy 
• recognise that text messaging is rarely an appropriate response to a child in a crisis situation or at risk 

of harm. It should only be used as a last resort when other forms of communication are not possible 
• not send any personal messages to a young person using the internet or web-based communication 
• never accept a student, currently in our care, as a “friend” on social networking sites 

 

Social contact 
 
We must not seek to establish social contact with students that could be misconstrued as grooming.  
 
Therefore: 

• have NO secret social contact with students or their parents 
• discuss with a senior colleague any social contact with a student or parent which could give rise to 

concern 
• the sending of birthday/faith cards should be discussed with your line manager 
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Sexual contact 
 
All staff should clearly understand the need to maintain appropriate boundaries in their contacts with young 
people. Intimate or sexual relationships between young people and the adults who work with them will be 
regarded as a grave breach of trust.  Allowing or encouraging a relationship to develop in a way which might 
lead to a sexual relationship is unacceptable.  Any sexual activity between an adult employed at Chipping 
Campden School and the young person with whom they work may be regarded as a criminal offence and will 
always be a matter for disciplinary action.   
Therefore, we must not: 
 

• have sexual relationships with young people in our care 
• have any form of communication with a young person which could be interpreted as sexually 

suggestive or provocative i.e. verbal comments, letters, notes, electronic mail, phone calls, texts, 
physical contact 

• make sexual remarks to, or about, a young person 
• discuss our own sexual relationships with or in the presence of young people 

 
and we must: 
 

• ensure that our relationships with young people clearly take place within the boundaries of a respectful 
professional relationship 

• take care that our language and conduct does not give rise to comment or speculation. Attitudes, 
demeanour and language all require care and thought, particularly when dealing with adolescents. 

• be aware that consistently conferring inappropriate special attention and favour upon a child might be 
construed as “grooming” and as such will give rise to concerns about our behaviour. 

 

Physical contact 
 
It is crucial that in all circumstances, adults should only touch children in ways which are appropriate to their 
professional or agreed role and responsibilities.  Physical contact should never be secretive, or for the 
gratification of the adult, or represent a misuse of authority.  If an adult believes that their action could be 
misinterpreted, or if an action is observed by another as being inappropriate or possibly abusive, the 
incident and circumstances must be reported to the Principal and an appropriate record will be made. 
Parents/carers will be informed in such circumstances. 
In all circumstances where a young person initiates inappropriate physical contact, it is the responsibility of the 
adult to sensitively deter the child and help them understand the importance of personal boundaries. Such 
circumstances must always be reported and discussed with the Principal or Designated Safeguarding Lead. 
 
Therefore, we should: 

• be aware that even well intentioned physical contact may be misconstrued by the child, an observer or 
by anyone to whom this action is described 

• never touch a child in a way which may be considered indecent  
• never touch a child in temper or frustration 
• always be prepared to report and explain actions and accept that all physical contact is open to 

scrutiny 
• not indulge in horseplay 
• always encourage children, where possible, to undertake self-care tasks independently 
• work within Health and Safety regulations 
• be aware of cultural or religious views about touching and always be sensitive to issues of gender 
• understand that physical contact in some circumstances can be easily misinterpreted 
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and we must: 
 
• report any incidents that may be judged as inappropriate to the Principal 
 

Other activities that require physical contact 
 
Staff who work in certain settings, for example sports, drama or outdoor activities, will have to initiate some 
physical contact with children, for example to demonstrate technique in the use of a particular piece of 
equipment, adjust posture, or perhaps to support a child so they can perform an activity safely or prevent 
injury.  Such activities should be carried out in accordance with existing regulations and best practice.  
Physical contact should take place only when it is necessary and in a safe and open environment, easily 
observed by others.   
 
Therefore, we should: 

• treat children with dignity and respect and avoid contact with intimate parts of the body 
• always explain to a child the reason why contact is necessary and what form that contact will take  
• seek consent of parents where a young person is unable to do so because of a disability.  
• consider alternatives, where it is anticipated that a child might misinterpret any such contact,  
• be familiar with and follow recommended guidance and protocols explained in your Department 

Handbook and, therefore, agreed to by the Principal 
• if it is our responsibility (i.e. Heads of Department), keep staff up to date with recommended 

guidance and protocols 
• conduct activities where they can be seen by others 
• be aware of gender, cultural or religious issues that may need to be considered prior to initiating 

physical contact 
 

Behaviour management 
 
All young people have a right to be treated with respect and dignity even in those circumstances where they 
display difficult or challenging behaviour.  
We must not use any form of degrading treatment to punish a child. Any sanctions or rewards used should be 
part of our Behaviour Policy which is widely publicised and regularly reviewed. 
The use of corporal punishment is not acceptable. 
The use of physical intervention can only be justified in exceptional circumstances and must be used as a last 
resort when other behaviour management strategies have failed. 
 
Therefore, we must: 

• not use force as a form of punishment 
• try to defuse situations before they escalate 
• adhere to our Behaviour Management Policy 
• be mindful of factors which may impact upon a young person’s behaviour e.g. bullying, abuse and, 

where necessary, take appropriate action 
• use agreed strategies for identified individuals e.g. in risk assessments, My Plans, My Assessments etc. 
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Physical intervention 
 
The use of physical intervention should, wherever possible, be avoided. 
 
We must: 

• call for assistance 
• always seek to defuse situations 
• adhere to the school’s physical intervention policy (Behaviour Policy) 
• if necessary and if it is safe for the young person to do so, allow him/her to walk away rather than 

provoke confrontation  
• as soon as possible, seek support from a senior member of staff if a situation is likely to become out of 

your control   
• if necessary, remove all other students from the scene of conflict 
• only use restraint if you have been trained and are confident to do so or only use restraint if a child is at 

risk of harming his/her self or others, either directly or indirectly 
• always use minimum force for the shortest period necessary 
• record and report as soon as possible after the event any incident where physical intervention has 

been used. The records are kept with the Designated Safeguarding Lead. 
 

Young people in distress 
 
There may be occasions when a distressed child needs comfort and reassurance and this may involve physical 
contact.  We should use our professional judgement to comfort or reassure a child in an age-appropriate way 
whilst maintaining clear professional boundaries.   
 
Therefore, we should: 

• be mindful in “one to one” situations 
• never touch a child in a way which its intent could be misunderstood 
• record and report completing a “Cause for Concern” referral  
• not assume that all children seek physical comfort if they are distressed 

 

Intimate and personal care 
 
Young people are entitled to respect and privacy at all times and especially when in a state of undress, 
changing clothes, bathing or undertaking any form of personal care. There are occasions where there will be a 
need for an appropriate level of supervision in order to safeguard young people and/or satisfy health and 
safety considerations, e.g. in the changing rooms.  
 
Therefore, we must: 

• avoid any physical contact when children are in a state of undress 
• avoid any visually intrusive behaviour but provide a safe and disciplined environment where bullying 

and horseplay are never tolerated 
 
We must not: 
• Change in the same place as children 
• Shower or bathe with children 
• Assist with any personal care task which a child or young person can undertake by themselves 
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First aid/medication 
 
Adults should be suitably trained and qualified before administering first aid and/or any agreed medication.  
 
 All staff must: 

• adhere to the school’s policy for administering first aid or medication 
• know who the key “first aiders” in school are 

 

One to one situations 
 
One to one situations have the potential to make a young person more vulnerable to harm and ourselves more 
vulnerable to unjust or unfounded allegations being made against us.  Reasonable and sensible precautions 
should be taken. 
 
 Therefore, we should: 

• ensure that when lone working is an integral part of your role, full and appropriate risk assessments 
have been conducted and agreed 

• avoid one to one meetings with young people in remote, secluded areas  
• keep our door open 
• when possible, inform another colleague about the contact beforehand, assessing the need to have 

them present or close by 
• avoid the use of 'engaged' or equivalent signs wherever possible.  Such signs may create an opportunity 

for secrecy or the interpretation of secrecy 
• always report any situation where a child becomes distressed or angry to a senior colleague 

 

Home visits 
 
Under no circumstances should we visit a child in their home outside agreed work arrangements or invite a 
child to our home or that of a family member, colleague or friend.  If such a one-off arrangement is required, 
prior discussion with the Principal or Designated Safeguarding Lead must take place and agreed to by the 
parents or carers of the young person.   
 
During agreed working hours, home visits should not be made alone and must (except in exceptional 
circumstances) always be agreed to by the appropriate Line Manager, recorded and open to scrutiny.   
 
Therefore, we should: 

• agree the purpose for any home visit with senior management, unless this is an acknowledged and 
integral part of your role  

• avoid making a visit alone unless agreed to be an exceptional circumstance and has been risk 
assessed 

• adhere to agreed risk management strategies 
• always make detailed records including times of arrival and departure and work undertaken 
• ensure that all visits are justified and recorded 
• ensure that we are not exposed to unacceptable risk and have access to a mobile telephone and an 

emergency contact person 
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Transporting young people 
 
It is inappropriate for adults to offer lifts to a young person outside normal working duties or if it is necessary 
to do so for a particular circumstance it must be brought to the attention of the Line Manager and agreed with 
parents.  Giving lifts in an emergency must always be recorded and reported to the parents and a senior 
manager/leader.   
 
Therefore, we must: 
 

• ensure we are appropriately insured, fit to drive and free from any drugs and alcohol  
• seek parental permission  
• take another adult whenever possible  
• have access to a mobile phone  
• be aware that the safety and welfare of the child is our responsibility until they are safely passed over 

to a parent/carer 
• contact parent/carer before starting the journey 
• record details of the journey by informing the school office/senior member of staff (depending on time 

of day) when starting the journey and on arrival at the child’s home   
• sit the child in the back seat, if possible 
• ensure that any impromptu or emergency arrangements of lifts are recorded and can be justified if 

questioned 
 

Educational visits and after school activities  
 
We remain in a position of trust and we need to ensure that our behaviour remains professional at all times 
and stays within clearly defined professional boundaries.   
 
We must: 
 

• Follow the school’s risk assessment procedures and Policy for organising trips and outings 
• always have another adult present in out of work place activities unless otherwise agreed with a senior 

manager 
• have parental consent for the activity 
• never share bed rooms with young people 
• never invite a young person/people into your bedroom 
• never allow the use of alcohol by students in our care 
• never use alcohol when in charge of young people 

 

Photography and videos 
 
Working with young people may involve the taking or recording of images. Informed written consent from 
parents and agreement, where possible, from the young person, should always be sought before an image is 
taken for any purpose.  It is not appropriate for adults to take photographs of children for their personal use.  
 
Therefore, we must: 
 

• be able to justify images of children in our possession 
• avoid making images in one to one situations or which show a single child with no surrounding context 
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• explain to students why pictures are being taken and for what purpose  
• ensure that students are appropriately dressed 
• only use equipment provided or authorised by the school 
• report any concerns about any inappropriate or intrusive photographs found to the Principal 
• always ensure parental permission has been sought to take and/or display photographs 
• accept that students have the right to refuse their picture being taken. 

 
Therefore, we must not: 
 

• display or distribute images of children unless we have consent to do so from parents/carers 
• use images which may cause distress   
• use mobile telephones to take images of children 
• take images ‘in secret’, or taking images in situations that may be construed as being secretive. 

 
There are no circumstances that will justify adults possessing indecent images of children. Adults who access 
and possess links to such websites will be viewed as a significant and potential threat to children.  Accessing, 
making and storing indecent images of children on the internet is illegal. This will lead to criminal 
investigation and the individual being barred from working with children and young people, if proven. 
 
We must not use equipment belonging to the school to access adult pornography; neither should personal 
equipment containing these images or links to them be brought into the workplace. This will raise serious 
concerns about the suitability of the adult to continue to work with children. 
 
We should ensure that young people are not exposed to any inappropriate images or web links. Therefore, we 
ensure that they are not accessed without having previously checked content and we ensure internet 
equipment used by children have the appropriate controls with regards to access.  e.g. personal passwords 
should be kept confidential. 
 
Any breach should be reported to the Designated Safeguarding Lead. 
 

Whistle blowing 
 
Whistle blowing is the mechanism by which adults can voice their concerns, made in good faith, without fear of 
repercussion.  Any member of staff who uses the whistle blowing procedure will have their employment rights 
protected. 
 
We need to acknowledge our individual responsibilities to bring matters of concern to the attention of the 
Principal.  This is particularly important where the welfare of children may be at risk.   
 
Therefore, we must: 
 

• Report any behaviour causing concern shown by colleagues, regardless of source 
• Report any behaviour causing concern shown by the Principal to the Chair of Governors 

 
We seek to achieve a safe and open environment for young people and staff.  
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Management of allegations against staff 
 
An allegation in this context is when a member of staff may have behaved in a way that has harmed a child. 
Allegations made against staff must be reported to the Principal.  The Principal must report allegations to the 
Gloucestershire LADO (Local Authority Designated Officer) with in one working day of the allegation being 
made, on 01452 426994.  Advice on how to proceed will be given.  Discussions must not take place “in house” 
before contact to the LADO has been made. 
 
Adults who are the subject of allegations are advised to contact their professional association. 
 
Compromise agreements are illegal if safeguarding issues are involved. 
 
Reference will be made to Keeping Children Safe in Education Sept 2021 at all times. Please refer to Allegations 
Against Staff Policy for further details. 
 

Sharing concerns 
 
We must be aware of the school’s safeguarding and child protection procedures.   
 
It is essential that accurate and comprehensive records are maintained wherever concerns are raised about a 
young person or the conduct of adults working with young people.   
 
Therefore, we must: 

 be familiar with the school’s system for recording concerns (referrals in the staff room) 

 take responsibility for recording any incident, and passing on that information where they have 
concerns about any matter pertaining to the welfare of an individual in the workplace 

 
Please discuss with your line manager any difficulties or problems that may affect your relationship with 
young people so that appropriate support can be provided or action can be taken. 
 

Curriculum 
 
Some areas of the curriculum can include or raise subject matter which is sexually explicit.  Therefore: 

 have clear lesson plans and stick to them 

 be professional at all times; do not over step personal and professional boundaries 

 be able to justify all curriculum materials 

 be very aware of the needs and sensitivities of all people in the room 

 do not enter in to or encourage discussions about sexual activity which may offend or harm others 

 seek help/support if you are in any doubt and report any incident that could lead to concern or 
offence. 

 

Supervision during exams 
 
There are occasions when exam timetables clash and, to preserve the integrity of the exam, staff may be asked 
to supervise students outside of the normal working day.  Processes are managed by the Examinations Officer. 
 
 


