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1. Introduction 
 

 
1.1 This policy sets out Ark’s commitment to safeguarding the children in our 

academies and describes in sections 2 and 3 the aims and scope of the 
policy. Section 4 details the key safeguarding procedures, policies and 
available information to academies to support safeguarding in our 
schools. In section 5 the policy describes our support for the child and 
how we partner with our parents and carers and section 6 outlines the 
responsibilities in our network for those with a particular safeguarding 
remit. 

 
1.2 Every Ark academy aims to protect and promote the  welfare of  its students. 

We all recognise that abuse and neglect can and do happen, at home and 
elsewhere, and we are often the first to see the signs and we are individually 
and collectively responsible for making sure that these are acted on. 

 
1.3 We know that we must have robust procedures that make sure that 

everyone knows what actions to take and when and never lose sight of the 
child and of their immediate and longer term needs. To ensure this 
happens, Ark commits that we will; 

 

• Do our best  to identify  children  who  are  suffering or are likely  to  
suffer abuse and to act to protect and help them,  working  with  other  
relevant services. 

• Set clear safeguarding procedures and make sure that everyone in 
our schools understands and follows them. 

• Reinforce our safeguarding policy with strong policies for 
recruitment, for preventing and dealing with bullying and harassment, 
and for teaching children how to protect themselves. 

• Train our staff in the implementation of these and all other 
relevant to safeguarding. 

• Review the outcomes of our work to make sure that we continue to 
strike the right balance. 

 
1.4 We also recognise that there are often no easy solutions to safeguarding 

problems. Making a referral is an important step, but our responsibilities 
do not end there. While solutions are being worked on, and afterwards, 
affected children will continue to come to school each day, and will continue 
to need attention in many ways. We must be sensitive and responsive to 
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their continuing needs. 
 

1.5 This safeguarding policy has been developed in accordance with the 
principles established by the Children Act 1989 and 2004  and 
Education Act 2002 s.157. It reflects the  current  advice and guidance  
from the Department for Education and requires the academies in  
the network to take note of  the priorit ies of  their Local 
Safeguarding Children’s  Board, in particular, the policy is consistent 
with the  child  protection procedures outlined in the following statutory 
guidance: 

 

   • Working Together to Safeguard Children (© 2017) 

 

 

 

 

 

 

 

 

 

• What to do if you are worried a child is being abused (March 2015)  

 

 

 

 

 

 

 

 

 

• Use of  reasonable  force:  advice  for head  teachers,  staff  and governing 
bodies  (July 2013) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Keeping Children Safe in Education (July 2015) 
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Aims 
 

 

2.1 This   policy    sets    out    the    principles,    procedures    and   advice   from   the 
Department which  support   t h e   safeguarding aims of our academies, which are to: 

 
• Support the child's or young person's development in ways  that will foster 

security, confidence and independence; 

• Provide an environment in which children and young people feel safe, 
secure, valued and respected, and feel confident and know how to approach 
adults if they  are in difficulties; 

• Raise the awareness of a l l  t e a c h i n g  a n d  n on - t e ac h i n g  staff of the need to 
safeguard students and of their responsibilities in identifying and reporting 
possible cases of abuse or neglect, and to be aware of signs of abuse in non-verbal 
children.; 

• Provide a systematic means to monitor  students known or thought  to be at 
risk   of harm,   and  to  ensure  the  academy  contributes  to  assessment  and 
support  for those students alongside other agencies e.g Social services, 
Children with Disabilities Teams, School Nurse, Education Welfare and the 
Police. 

• Emphasise a n d  a c k n o w l e d g e  the need for effective and appropriate 
communication between all members of staff in relation to safeguarding pupils; 

• Develop a structured procedure and f ramework wi thin the academy that 
will be followed by all members of the school staff  in  cases  of suspected abuse 
or neglect; 

• Develop   and   promote   effective   working   relationships   and    appropriate 
information sharing with other agencies, especially the Police and the  relevant 
Social Care team; and 

• Ensure that all staff, governors and volunteers at the academy who  have 
access to students, have current DBS checks, their identity has been verified 
by original documentation and that those references are checked in line with 
Ark recruitment and appointment policies. 

 
3 Scope 

 

 
3.1 This policy applies to all staff, governors, volunteers and  Trustees  working  in or on 

behalf of the academy, including those in the central team, and we will make the policy 
available on our academy's web sites. 
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4 Safeguarding Procedures, policies and information 
 

 

 

4.1 Abuse 
 

 
4.1.1 All staff have a professional duty t o act on  suspicions of abuse, or reported allegations 

of abuse. 
 

4.1.2 A child may be abused if someone inflicts harm upon them or fails to act to prevent 
harm.  Harm  is  the  ill-treatment  or impairment  of  health  and  development 
including, for example, impairment suffered from  seeing or hearing  the ill-treatment 
of another. Health includes physical and mental health and development means 
physical, intellectual, emotional, social or behavioural development. 

 
4.1.3 Abuse may take a number of forms, including physical, sexual or emotional, or neglect. 

Children may be abused in a family or in an institutional or community setting; by 
those known to them or, more rarely, by a stranger. They may be abused by an 
adult or adults or another child or children. The concept of significant harm is the 
threshold that justifies intervention in family life in the best interests of the child. 
There are no absolute criteria for what constitutes significant harm. Relevant factors 
include the severity of ill treatment, the degree of  harm,  the duration or frequency 
of  abuse  or  neglect,  and  the  presence  of  threat  or coercion. A single traumatic 
event may cause significant harm, or a compilation of events which interrupt, change 
or damage the physical or psychological development of a child. 

 
4.1.4 Signs of possible abuse 

Staff and other adults in the academy are well placed to observe any physical, emotional 
or behavioural signs which indicate that a child may be suffering significant harm. The 
relationship between staff, children, parents and the public which foster respect, 
confidence and trust can lead to disclosure of abuse and or our academy staff being 
alerted to concerns. 

 
The following list is not prescriptive and many signs listed will not necessarily indicate 

abuse. They only act as a guide. 
 Unexplained injuries, bruising etc. 
 Unauthorized absences from the academy that do not have a reasonable explanation 

or exhibit a suspicious pattern 

 Significant change in behaviour 
 Indications of hunger 
 Issues of consistent personal hygiene 
 Untreated medical conditions 
 Watchful, cautious response to adults 

 Aggressive or abusive to others 
 Bullying other children or being bullied 
 Under-achieving, unable to concentrate 

 Avoiding removal of clothing in PE etc 
 Truanting, fabricating or stealing 
 Inability to trust others and make friends 
 Deterioration in general well being 

 Comments or language from the child that cause concern 
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4.2 Identifying & Raising Concerns 
 

4.2.1 All staff have a duty to be alert to the potential indicators of abuse or neglect and 
aware of the risks potential abusers may pose to recognise concerns  and  to  raise them 
with the academy Designated Safeguarding Lead with responsibility for child 
protection. All concerns regarding the welfare of students will be recorded and 
discussed with the Designated Safeguarding Lead prior to discussion with parents. All 
staff will immediately report any of  the following issues to the Designated Safeguarding 
Lead or Deputy Safeguarding Lead: 

 

• any suspicion that a child is injured, marked, or bruised in a way which is not 
readily attributable to the normal knocks or scrapes received in play/Daily 
physical activities, any explanation given which appears inconsistent, varied or 
suspicious, 

• any behaviours  which give rise to suspicions that a child may have  suffered 
harm (e.g. worrying drawings or play, language), 

 

• any concerns that a child may be suffering from inadequate care, ill 
treatment, or emotional maltreatment, 

• any concerns that a child is presenting signs or symptoms of abuse or neglect, 

• any significant changes in a child's presentation, including non-

attendance/unauthorized absences, 

• any hint or disclosure of abuse from any person, 

• any concerns regarding person(s) who may pose a risk to children (e.g. living in a        
 Household with children present). 

 
4.2.2 In addition to this, the academy Designated Safeguarding Lead must advise the 

Head of Safeguarding of any Safeguarding issue which; 

 

• Could result in, or has resulted in, a strategic case meeting being called by a Local 
Authority Designated Officer ( LADO). 

• Relates to a member of staff and, without prejudice to the case, the Designated 
Safeguarding Lead judges may result in disciplinary action being taken. 

 
4.2.3 Detailed reporting procedures for each academy will be found in Appendix A. 

T:\Safeguarding\Safeguarding Policy Appendix A 2016 v2.docx 
 

4.3 Induction 
 

4.3.1 In recognition of the vital importance safeguarding plays in our academies, all staff are 
informed of their academy’s Safeguarding Procedures as part of their induction when 
they start at the academy and will receive refresher training annually or at reasonable 
periods which Ark deems to be approximately.  Safeguarding Training for whole 
school staff best practice annually but at no less than 3-yearly to ensure staff   
understand their role in safeguarding young people. 

file://///aa-fp1/Staff%20Share/Safeguarding/Safeguarding%20Policy%20Appendix%20A%202016%20v2.docx
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4.4 DBS 
 

 
4.4.1 All new employees will undergo DBS checks before commencing work in all but the 

most exceptional cases and employees with a break in service of more than three 
months will also be rechecked, and all TUPE’d employees will have a DBS check when 
they join the network. 

 
4.4.2 Three yearly re-checks cease for academy - based staff but continue for central office 

staff, volunteers and contractors and any other staff deemed to be high risk, as well as 
agency staff (the check being done by the Recruitment Agency). Governors and 
Trustees (the Propriety Body) will be checked every four years. Notwithstanding 
paragraphs 4.2 and 4.3, all academies will comply with DBS requirements as set out 
in Part Three of Keeping Children Safe in Education (July 2015). 

 
4.4.3 Ark reserves the right to repeat any check if any information is received that suggests 

a person may no longer be suitable for continued employment. 
 

4.5 Information and Guidance 
 

4.5.1 More generally, each academy will insert in Appendix A of this document a series 
of documents or links to documents specific to their academy and addressing the 
following topics; 

 
Anti – Bullying 
Images 
Attendance/Children Missing from Education 
E-Safety 
Whistleblowing 
Use of Physical Intervention /Positive Handling  
Staff code of conduct 
Safeguarding -Reporting procedures for staff. 
Safeguarding -Complaints against a member of 
staff. 
Management of Safeguarding (including Responding to Disclosures and a protocol 
for interacting with third parties) 

 
4.5.2 Each academy may wish to include documentation or links to documentation in 

addition to those listed above. 
 
 

    4.6 Appendix B contains the documents referred to in paragraph 1.5 or links to   
those documents highlighted by the Children Act 1989 and 2004 and is 
consistent with the child protection procedures outlined in the following 
statutory guidance: 
 
Working Together to Safeguard Children (March 2015) 
What to do if you are worried a child is being abused (March 2015) 
Use of reasonable force:  advice for head teachers, staff and governing bodies 
(July 2013) 
Keeping Children Safe in Education (July 2015) 

 
4.7 Appendix C contains the following documents or links to those documents  

      highlighted in Keeping Children Safe in Education (July 2015), as being specific 
       safeguarding issues; 

 
Child missing from education 
Child missing from home or care 
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Child sexual exploitation  
Bullying including cyberbullying  
Domestic violence 
Drugs 
Fabricated or induced illness 
Faith abuse 
Female Genital Mutilation 
(FGM) Forced Marriage 
Gangs and youth violence 
Gender based violence / violence against women and girls 
Mental health 
Private fostering 
Preventing Radicalisation  
Sexting 
Teenage relationship abuse  
Trafficking 

 
4.8        Statutory definition of Child Exploitation 

Child sexual exploitation is a form of child sexual abuse.  It occurs where an individual or 
group takes advantage of an imbalance of power to coerce, manipulate or deceive a child 
or young person under age of 18 into sexual activity (a) in exchange for something the 
victim needs or wants, and/or (b) for the financial advantage of increased status of the 
perpetrator or facilitator.  The victim may have been sexually exploited even if the sexual 
activity appears consensual.  Child sexual exploitation does not always involve physical 
contact; it can also occur through the use of technology. 

 
 

4.9      The academy Designated Safeguarding Lead (DSL) will ensure, in conjunction with the  
     priorities of the Local Children’s Safeguarding Board (LSCB) that all staff are made 
    aware of the contents of these appendices in line with the prevalent safeguarding  issues 
    in their local area. 

 
 
4.9         Appendix D contains the network Recruitment & Appointments Policy which is relevant 

to safeguarding as it contains information regarding Safer Recruitment and DBS. 
 
 
 

5. Supporting the child and partnering with parents 
 

 
5.1  The academy recognises that the child's welfare is paramount and that good 

child  protection  practice  and  outcome  are  helped  by   (but   are   not   solely 
dependent  upon) having a clear understanding of the needs and views of 
children, and a positive, open and honest working partnership with parents. 

 

 
5.2 We will provide a secure, caring, supportive and protective relationship for the child. 

Children will be asked for their views and each child will be heard, although it will be 
explained that while their views will be taken into account, there is a professional 
responsibility to take the action that is necessary to ensure the child's safety. Children 
will be given a proper explanation (appropriate to their age & understanding) of what 
action is being taken on their behalf and why. 

 
5.3  While, on occasion, we may need to make referrals without consultation with 

parents, we will  make every effort to maintain a positive working relationship with 
them whilst fulfilling our  duties  to  protect  any  child,  acting  with  the  advice  of  
the Social services/Local Authority Designated Officer (LADO)  as appropriate. 
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5.4  We will endeavour always to preserve the privacy, dignity and right to confidentiality 
of the child and parents. The Principal or Designated Safeguarding Lead will   determine   
which members of staff need to know personal information and what they need to 
know to support and protect the child. They will ensure that the appropriate members 
of staff in particular t o  t h e  c h i l d  is aware of  any issues which  they may need to 
know so they are best able to support the child. 

 
 

6. Roles and Responsibilities 
 

 

6.1 The Ark Schools Board 
 

 

6.1.1 The Ark Schools Board retains statutory responsibility for ensuring that all legal 
responsibilities in connection with Safeguarding and Safer Recruitment are 
discharged. 

 

 
6.1.2 This responsibility is invested in the Director of Primary Education who is the 

network’s Designated Safeguarding Lead. 
 

6.1.3 Responsibility for Safeguarding (other than safer recruitment) is then delegated by 
the Network’s Designated Safeguarding Lead delegated to the academy's 
Principal and Designated Safeguarding Lead to act on behalf of the 
Ark Schools Board and ensure that Safeguarding policies an d procedures are 
compliant with local authority guidance and locally agreed inter-agency 
procedures. Support to the network’s Designated Safeguarding Lead is 
provided by the network’s professional lead. 

 
 

Head of Safeguarding. 
 

6.1.4 Responsibility    for   ensuring compliance   with   safer   recruitment   is   delegated   
b y t h e   n e t w o r k ’ s   D e s i g n a t e d   Safeguarding Lead   to the  academy's  
Principal, supported  by the central HR  team  which  provide policy  guidelines  to  
all  ARK academies.   Responsibility for   ensuring   that   the   academy complies with   
these set policies is delegated to the Designated Safeguarding Lead in each 
academy. Training on these responsibilities is provided by Ark. 

 

 
 

6.2 The Principal or Head Teacher 
 

 

6.2.1 The Principal or Head Teacher will ensure that: 
• the  policies and  procedures adopted  by  the A r k  S c h o o l ’ s  B o a r d  a n d  

Local Governing   Body   a s s o c i a t e d w i t h p r o t e c t i n g c h i l d r e n are   fully 
implemented, understood and followed by all staff and adhered to at all times; 

• the nominated  local Safeguarding link governor is made known  to all staff; 
• sufficient resources  and time are allocated to enable the a c a demy ’ s  

Designated Safeguarding Lead and other staff to discharge their responsibilities; 
and 

• all staff and volunteers feel able to raise concerns  about poor  or unsafe  
practice in   regard to   children,   and   such   concerns   are   addressed
 sensitively   and effectively in a timely manner in accordance with agreed policies 

• and that the responsibilities detailed in 6.3 are fully carried out. 

 
6.3 The Designated Safeguarding Lead in the Academy 
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6.3.1 The Designated Safeguarding Lead is the lead officer within the academy for 

Safeguarding and has the following responsibilities. 

 
 

 
Raising awareness 

 
• ensure that the Safeguarding policy is known, updated and reviewed annually and 

the procedures and implementation are updated and reviewed; 
• ensure that the Safeguarding policy is available and parents are made aware of the fact 

that referrals about suspected abuse or neglect may be made and the role of the 
academy 

• Where children leave the academy ensure their child protection file is transferred to 
the new school as soon as possible. This should be transferred separately from the 
main pupil file, ensuring secure transit and confirmation of receipt should be 
obtained. 

 
 
Training 
 

 
• Receive appropriate training carried out every two years 
• Understand the assessment process for providing early help and intervention e.g 

early help assessments 
• Have a working knowledge of how local authorities conduct a child protection case 

conference and a child protection review conference and be able to attend and 
contribute to these effectively when requested to do so. 

• Ensure each member of staff   has   access  to   and   understand   the   Academy's  
Safeguarding policy and procedures, especially new and part time staff. 

• Be alert to the specific needs of children in need, those with special educational needs 
and young carers (s.17 CA 1989) ,  

• Be able to keep detailed, accurate, secure written records of concerns and referrals 
• Obtain access to resources and attend any relevant or refresher training courses 
• Encourage a culture of listening to children and taking account of their wishes and 

feelings, among all staff, in any measures the academy may put in place to protect 
them. 

• Ensure all staff members receive appropriate safeguarding training refresher annually 
and updated training every 3 years.  

 
 
Referrals and casework 

 
• Act as a source of support, advice and expertise within the academy; 
• Refer all cases of suspected abuse to the local authority children’s social care and: 

 Network DSL/The LADO for all cases which concern a staff member 
 Networks DSL/ HR/DBS for cases where a person has left due to risk/harm to 

a child 

 Network DSL/ Police for cases where a crime may have been committed 
 
• Liaise with the Principal to inform of issues especially ongoing enquiries under section 

47 of the Children Act 1989 and police investigations 
• Act as a source of support, advice and expertise to staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with relevant 
agencies. 

• Ensure  the   academy   is  represented   at   strategy   meetings,   child   protection 
conferences, r e v i e w s ,  core groups and other multi-agency meetings; 
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• Sharing  information   as  appropriate   with   other  agencies   and  contributing   
to assessments; 

• Ensure the academy carries out their part of any child protection plan; 
• Keep  the  P rincipal  and  A r k ’ s  H e a d  of  S afeguarding informed  of issues  and 

ongoing investigations  w i t h  p a r t i c u l a r  r e f e r e n c e  t o  p a r a g r a p h  4 . 2 . 2 , 
and ensure there is always cover for their role 

 
 
 

Records and reporting 
Child Protection records must be kept in an appropriate and useful manner   and treated               
as confidential information. Each academy should have a secure filing system for child 
protection records. Files should be clearly labelled CP or CIN with initials of child’s 
forename and surname. Files must be kept separately from pupil’s general school records 
and information shared with those who need to have it.  Reports will be objective and 
evidence based; they will distinguish between fact, observation, allegation and opinion.  

 
• keep detailed, accurate, secure written records  of  all  child  protection concerns 

and any related referrals; 
• when  a child leaves  the  academy,  ensure  that  the  child protection file is 

copied for  the new  academy  as  soon  as  possible  and  transferred  to  the  new  
academy 
separately from  the  main  student  file.  If  a  child is missing from education, 
home, care  or  parents elect to home educate then  the  child protection file will be 
copied  and the copy forwarded to the Education / Social Care Service. 

• report annually to the Local Governing Body on child protection issues in 
the academy. 

 
Ensuring that all staff and volunteers: 

 
• fully comply with the Academy's policies and procedures; 
• attend appropriate training; 

 
 

6.4 The Local Governing Body 
 

 
6.4.1 The Local Governing Body will require the Designated Safeguarding Lead to report 

on the measures they are taking to ensure compliance. Statutory responsibility does 
not pass to the Local Governing Body or any of its members; however the Local 
Governing Body performs a vital role in monitoring compliance and challenging the 
academy to ensure that best practice is followed. 

 

 

6.4.2  The Local Governing Body will monitor the following. That: 
 

• the academy has a Safeguarding policy and procedures in place that are 
consistent with DfE and Local Safeguarding Children Board guidance and locally 
agreed inter-agency procedures, and the policy is made available to parents on 
request; 

• the academy operates safe recruitment procedures and makes sure that all 
appropriate checks are carried out on staff and volunteers who work with 
children; 

• the Academy has procedures for dealing with  allegations  of  abuse  against  staff 
and volunteers that comply with guidance from DfE and locally agreed inter- 
agency procedures; 

• a senior member of the Academy's leadership team is designated to take lead 
responsibility  for child protection  (the  Designated  Safeguarding Lead)  and  that  
this 
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person is not the Principal unless there are particular reasons for the Principal to be 
the Designated Safeguarding Lead for a fixed time period; 

• the Designated Safeguarding Lead undertakes training in child protection and 
inter- agency  working  to  Local  Safeguarding  Children  Board (LSCB) standards  
at  two  yearly intervals; 

• all staff who work with children undertake training in their Safeguarding 
responsibilities on a refresher basis annually and appropriate training carried out 
every 3 years; 

• a governor is nominated to be responsible for liaising with partner agencies and 
Ark's  Director  of  Education  in  the  event  of  allegations  of  abuse  being  
made against the Principal; 

• a nominated governor is responsible for liaising with the senior 
management team to immediately remedy any deficiencies or weaknesses in 
the Academy's safeguarding arrangements that come to the local governing 
body's attention; 

• where services or activities are provided on the Academy premises by 
another body, the body concerned has appropriate policies and procedures 
in place in 
regard  to safeguarding  children  and  child  protection  and  liaises  with  
the 
Academy on these matters where appropriate; 

• that   policies,   procedures  and   the   discharge   of   Safeguarding  duties   are 

reviewed annually. 
 

6.4.3 To support LGBs in their responsibilities, it is recommended that Chairs and 
Safeguarding Link Governors should undertake the same safeguarding training as the 
general staff in their academies and have that training refreshed in line with those 
members of staff. 

 
7. Adoption of this Policy by the academy’s LGBs 

 

 
7.1 The academy is able to add to this policy when it is adopted by the LGB but 

cannot remove elements or rewrite the policy in full or in part other than for 
stylistic or presentational purposes. 



  

APPENDIX A 
T:\Safeguarding\Safeguarding Policy Appendix A 2016 v2.docx 

 
1. Anti–Bullying  
2. Images  
3. E-Safety  
4. Whistleblowing  
5. Use of Physical Intervention  
6. Standards for Staff 
7. Safeguarding -Reporting procedures for staff. 
8. Management of Safeguarding (including Responding to Disclosures and a protocol for interacting 

with third parties) 
9.  Safeguarding -Complaints against a member of staff. 
 
*Attendance and children missing from education policy can also be found on the school website 
**Behaviour and Ethos policies for Primary, secondary and sixth Form can also be found on the 
school website 

 
1. Anti-Bullying Policy 

(Taken from the Behaviour and ethos policy) 
 
Our Mission statement makes clear the entitlement of all in the school to be equally valued and 
respected and the responsibility of all to show understanding and respect for others.  In the light of 
this, bullying in any form has no place in Ark Academy and will not be tolerated. 
 
General introduction 
 
It is very important to be clear about what is, and is not, bullying. There are many definitions 
and perceptions of bullying, but all recognise that bullying is sustained and takes place where 
there is an imbalance of power. 
 
Two useful and comprehensive definitions are: 
 
A bully is an individual who tends to torment others either through verbal harassment or physical 
assaults, or through more subtle methods of coercion. 
 
Bullying is the repeated intimidation of others by the real or threatened infliction of physical, verbal, 
written, electronically transmitted (cyber bullying), or emotional abuse, or through attacks on the 
property of another. It may include, but not be limited to, actions such as verbal taunts, name-calling 
and put-downs, including ethnically-based or gender-based verbal put-downs, and extortion of 
money or possessions. 
 
Cyber bullying is bullying through the use of communication technology like mobile phone 
text messages, e-mails or websites. This can take many forms, for example: 

 
 Sending threatening or abusive text messages or e-mails, personally or 

anonymously 
 Making insulting comments about someone on a website, social networking site 

(e.g. Face book) or online (blog or YouTube) 
 Making or sharing derogatory or embarrassing videos of someone via mobile 

phone or email (such as ‘Happy Slapping’ videos) 
 

file://///aa-fp1/Staff%20Share/Safeguarding/Safeguarding%20Policy%20Appendix%20A%202016%20v2.docx


  

‘Sexting’ is the sending and receiving of sexually inappropriate images or messages, using a 
mobile phone or the internet. It is illegal for children under the age of 16 to do this and will 
be referred to both the police and social care. An investigation will be undertaken and 
appropriate action taken. 
 
It is illegal for a pupil to retain a sexually inappropriate image of another pupil and show it to 
other pupils. Again, this will result in a referral to the police and social care. It is likely that 
any pupil doing this will be excluded for a fixed period. 

 
As a new Academy we are able to establish very clear guidance and responses to bullying, and with 
only small numbers of students we can establish a healthy, stress-free environment with zero 
tolerance of poor behaviour.  
 

 
The aims and objectives of the school in relation to bullying are to: 
 
Ensure all students, teachers and parents know that bullying will not be tolerated. 
Ensure clarity and agreement about what is and is not bullying.  
Ensure whole school awareness of the rights and responsibilities of all pupils with regard to bullying. 
Involve all members of the school, staff and pupils in helping to prevent bullying and to confront it 
when it occurs. 
Encourage pupils to report instances of bullying. 
Ensure that all pupils, parents and staff know what preventative steps the school takes and how these 
are implemented. 
Ensure all pupils, staff and parents know the procedure to follow when bullying occurs. 
 
In dealing with bullying we aim to: 
 
Eliminate the bullying itself. 
Support the victim by resolving the problem and by building up his/her self esteem and where 
appropriate developing strategies to avoid bullying. Bring the perpetrator to realise the 
unacceptability of his/her behaviour and the consequences should it continue. Investigate the cause 
of the bullying behaviour and where appropriate work with him/her to modify his/her behaviour. 
Reconcile the perpetrator and the victim. 
 
The school’s response to bullying is achieved in various ways: 
 
New pupils will be given a pupil handbook on arrival which includes what to do if a student feels 
he/she is being bullied. 
 
Mid-phase transfer students are given an induction in Pupil Support for a few days. A buddy is 
assigned and the pupil handbook is issued and explained. 
 
Peer mentors will be established in each year group in each of the houses. This group in conjunction 
with the Head of House will work to raise awareness and to form support groups. 
 
Assemblies will be delivered by the pupils to highlight the issues.  These assemblies focus on: 
 
 Clarifying and defining what is and is not bullying, raising awareness of the difference between 

disputes, endings of friendships and bullying behaviour. 
 Cyber bullying as part of safety. 
 encouraging zero tolerance of bullying behaviour, encouraging a sense of social responsibility 

and the courage to speak out when necessary,  and ensuring pupils know what they can do if they 
or someone else  is being bullied. 



  

 
Tutorial time and house meetings will be used to discuss further what is and is not bullying, and what 
students feel could or should be done. Work and ideas emanating from these lessons will be fed into 
the system to inform and add to the strategies already being used. Form tutors will be trained in 
restorative justice techniques to ensure that issues of bullying can be properly aired and addressed 
within the lessons. We will also focus on the positive nature of ‘well being’ and of course what 
‘CIVITAS’ means in all situations. 
 
The Academy use a software package that monitors activity on the whole school network and alerts 
us to any violations, including cyber bullying. 
 
The School Council will be consulted on anti-bullying policy and strategies. 
There will be a school ‘bully box’ where bullying and bullies can be reported. This is strategically 
placed with confidentiality in mind and is monitored by staff.  Students can discuss the issues raised 
without knowing the identities of the pupils concerned and suggest strategies.  
 
Key pastoral staff will always mediate between the bully and the victim, where appropriate.  The 
victim will be encouraged to tell the bully how the bully’s actions made them feel. The bully will be 
given an opportunity to apologies. 
 
The School Council will develop a Bullying Intervention Charter which will be placed in the 
Academy planner in addition to the Code of Conduct.  The planner also includes “12 rules for 
responsible ICT use”. 
 
We will hold an evening session for parents of new Year 7 pupils in their first half term which 
includes information on our policy and procedures on bullying. 

Record keeping 

Incidents of bullying are recorded on eportal by the member of staff investigating the incidents. 
Serious concerns about bullying will result in the parents of the pupil being invited into school to 
meet with the Head of Year. 
 
Pupils who feel they are being bullied will be asked to keep a detailed record of incidents. 
 
Sanctions 
The varying nature and varying degrees of bullying require a range of responses and a range of 
sanctions. 
 
Anyone who bullies someone will be seen and spoken to about this by a Head of Year or senior staff. 
 
In appropriate cases, (and particularly, though not exclusively, where the perpetrators do not attend 
the school and the bullying occurs elsewhere), the police liaison officer is involved, to advise the 
victim on what steps can be taken. Where the perpetrator is part of the school he/she would stress 
the seriousness of the matter and the possible consequences if it were to continue. 
 
In the cases of a first and minor incident an informal warning from a Head of Year may be sufficient. 
This would be recorded as a detention for bullying on eportal. 
 
Where a pupil is found to persist in acts of bullying, despite warning, it may be necessary for the pupil 
to be removed from lessons and sent to the Learning Support Unit for a fixed period and sit an after 
school detention. In certain circumstances, it may be necessary to recommend a fixed term exclusion 
to the Principal. 
 
A fixed period exclusion might also be given even if there have not been previously recorded 
warnings if the seriousness of the bullying warrants it. 



  

 
As a last resort, or in extremely serious cases, permanent exclusion would be considered. 
 
 
 
 
 

2. Images - Acceptable Use Policy 
 

This policy covers the publishing of digital images of students and staff in paper based 
documents, on the Academy’s website, on Fronter, via email or using removable storage 
devices. It includes both still and moving images, video and audio files. The Academy does 
not allow images of its students and staff to be published on third party websites (i.e. 
YouTube) unless written permission has been granted. If a pupil or a member of staff uses 
third party websites to undermine or bully other members of the Academy, they will be 
sanctioned accordingly. 

 
The Academy will use digital images of students and staff where it feels it is appropriate to 
do so. Examples of where they might be used are:  
 

 To celebrate achievement.  
 To promote the Academy and its work.  
 To improve the quality of the learning experience.  

 
When using any digital image the Academy will ensure that the person’s privacy is protected. 
It will do this by:  

 
 Having the student’s permission to publish.  This is done through the signing of the 
home Academy agreement. 
 Not publishing (print or digital) the student’s name in a way that could link the name 
to the image except where parental permission is obtained.  
 Not publishing any personal/sensitive details.  

 
When storing digital media (images, video or audio files) of students or staff within the 
Academy they will be stored safely on a staff area on the Academy’s network.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 
 

3. E-Safety 
 

Principles  
 

“Swimming pools can be dangerous for children. To protect them, one can install locks, put up 
fences and deploy pool alarms. All of these measures are helpful, but by far the most important 
thing that one can do for one’s children is teach them to swim.” 

 
‘Youth, Pornography and the Internet’ - National Research Council USA 2002 

 
“We teach our children to swim not just to prevent them from drowning but also for the 
pleasure they may get from it and the benefits it brings to their health. Similarly, Brent Local 
Safeguarding Children Board believes that we must teach children to ‘swim’ in the online 
world not only to ensure their safety but also to enable them to improve their emotional 
health and their enjoyment of the world. E-safety is always about balancing opportunities 
with risks and we believe as firmly in maximizing opportunities as in minimizing risks. Brent 
LSCB believes that in order to maximize the opportunities within this environment, whilst 
concurrently minimizing the risks, we must encourage children and young people to develop 
as responsible online citizens. Such citizens will recognise their responsibility to keep 
themselves and their peers safe online, but they will also recognise the responsibility they 
have to present themselves as positive role models. It is only through the development of a 
sense of online responsibility that we can ensure the safety and well being of today’s children 
and young people.” 
 

Brent Local Safeguarding Children Board – E-safety strategy 2008 - 2011 
 

 
All of the ‘staying safe’ aims apply equally to the ‘virtual world’ that children and young 
people will encounter whenever they use ICT in its various forms. For example, we know 
that the internet has been used for grooming children and young people with the ultimate 
aim of exploiting them sexually; we know that ICT can offer new weapons for bullies, who 
may torment their victims via websites or text messages; and we know that children and 
young people have been exposed to inappropriate content when online, which can 
sometimes lead to their involvement in crime and anti-social behaviour.  

 
It is the duty of the Academy to ensure that every child in their care is safe, and the same 
principles should apply to the ‘virtual’ or digital world as would be applied to the Academy’s 
physical buildings.  
This Policy document is drawn up to protect all parties – the students, the staff and the 
Academy and aims to provide clear advice and guidance on how to minimise risks and how 
to deal with any infringements. It also outlines how we will educate pupils, parents and staff 
in the safe use of the internet and information technologies. 
 
Purposes  
 
Ark Academy aims to provide a learning environment with the highest opportunities for 



  

children to achieve their full potential.  As part of this aim we see access to the internet as a 
powerful tool. 
We believe that access to the internet: 

 Enriches the quality of curriculum provision and extend learning activities, 

 Helps us raise children’s attainment, 

 Supports teachers’ planning and resourcing of lessons, 

 Enhances the Academy’s management and administration systems, 

 Enhances staff development through access to educational materials, as well as the 

sharing of information and good curriculum practice between Academies, support 

centres, the LEA and DFE 

However, it is also the case that the use of such technology may sometimes expose children 
to the risk of harm.  
 
Apart from the risk of children accessing internet sites which contain unsuitable material, 
risks to the well being of children may also exist in a variety of other ways.  
This policy therefore details strategies and guidance for addressing the issues of:  
 

 Publishing digital images of students and staff.  
 Keeping children safe from grooming via the internet or other digital communication 

devices 
 Keeping children safe from Cyber Bullying  
 Keeping children safe from inappropriate digital content.  
 Keeping teaching staff and other adults safe.  

 
General principles for dealing with e-Safety issues  
 

 An environment should be encouraged where students feel confident when it comes 
to reporting inappropriate incidents involving the internet, mobile technology or 
email.  

 Ark Academy makes use of an effective range of technological tools to maintain a 
safe ICT learning environment. (Refer to Appendix 3).  

 Roles and responsibilities of staff involved are clearly designated and monitored. 
The network manager and the designated teachers will investigate and take 
appropriate action where there are safeguarding concerns.  

 The Academy will deliver an ongoing education programme for students, staff and 
parents.  

 
Keeping children safe from Internet Grooming  
If there is concern that a child’s safety is at risk because there is a suspicion that someone is 
using communication technologies (such as social networking sites) to make inappropriate 
contact with a child the concern should be reported to and discussed with one of the named 
Child Protection Officers in Academy.  
 
If appropriate the following could be actioned:  
 

 A decision made as to whether parents should be contacted.  
 Advise the child on how to terminate the communication and save all evidence  
 Contact Child Exploitation & Online Protection  http://www.ceop.gov.uk/  



  

 Consider the involvement of police and social services  
 
To safeguard students the Academy:  
 

 Blocks all Chat rooms and social networking sites (that we are aware of or made 
aware of) except those that are part of an educational network or approved Learning 
Platform;   

 Only uses approved and appropriate blogging or discussion sites, such as those 
posted on Fronter by staff.  

 Only uses approved or checked webcam sites;  
 
Keeping children safe from cyber bullying 
  
Ark Academy will not tolerate bullying, whatever form it takes. Bullying is when a 
person is deliberately hurt or made to feel unhappy. It is sustained and involves an 
imbalance of power. Cyber bullying is bullying through the use of communication technology 
like mobile phone text messages, e-mails or websites. This can take many forms for example:  
 

 Sending threatening or abusive text messages or emails, personally or 
anonymously  

 Making insulting comments about someone on a website, social networking site 
(e.g.: Facebook, MySpace), web log (blog) or messaging system.  

 Making or sharing derogatory or embarrassing images, videos or audio of someone 
via mobile phone, email or website (such as ‘Happy Slapping’ videos or ‘sexting’).  

 
Using ICT to bully could be against the law. Abusive language or images, used to bully, harass 
or threaten another, whether spoken or written (through electronic means) may be libellous, 
may contravene the Harassment Act 1997 or the Telecommunications Act 1984.  
 

1. If a bullying incident directed at a child occurs using email, website, blog or mobile 
phone technology and is in any way connected to the Academy.  

 
 Advise the child not to respond to the message  
 Refer to relevant policies including e-safety and Behaviour and Ethos, and apply 

appropriate sanctions  
 Secure and preserve any evidence  
 Inform the sender’s e-mail service provider  
 Notify parents of the children involved  
 Consider delivering a parent workshop for the Academy community  
 Consider informing the police depending on the severity or repetitious nature of 

offence  
 
 

2. If malicious or threatening comments are posted on an Internet site about a pupil or 
member of staff inform a member of SLT who will:  
 
 Request the comments be removed if the site is administered externally  
 Secure and preserve any evidence  
 Internally investigate the incident and inform the Principal.  

 



  

The Academy should then consider:  
 

 Sending all the evidence to CEOP at ww.ceop.gov.uk/contact_us.html.  
 Endeavouring to trace the origin and inform police as appropriate.  
 Informing the Brent LSCB.  

 
Keeping children safe from Inappropriate Internet content  
 
This Academy:  
 

1. Supervises pupils’ use at all times, as far as is reasonable, and is vigilant in learning 
resource areas where older pupils have more flexible access;  

 
2. We use the pan-London LGfL / Synetrix filtering system which blocks sites that fall 

into categories such as pornography, race hatred, gaming, sites of an illegal nature;  
 

3. Encourages staff to preview all sites before use [where not previously viewed and 
cached] or only use sites accessed from managed ‘safe’ environments such as the 
Learning Platform;  

 
4. Plans the curriculum context for Internet use to match pupils’ ability, using LGFL’s 

filtering system to minimise the risk to users when searching the internet.;  
 

5. Informs users that Internet use is monitored;  
 

6. Informs staff and students that that they must report any failure of the filtering 
systems directly to the ICT Technical Manager who will report to LA / LGfL where 
necessary;  

 
7. Will block pupil access to music download or shopping sites as we become aware of 

them – except those approved for educational purposes such as LGfL’s Audio 
Network;  

 
8. Requires all staff to sign an e-safety agreement form and keeps a copy on file;  

 
9. Makes clear all users know and understand what the ‘rules of appropriate use’ are 

and what sanctions result from misuse – through staff meetings and teaching 
programme;  

 
10. Keeps a record, e.g. print-out, of any bullying or inappropriate behaviour for as long 

as is reasonable in-line with the Academy behaviour management system;  
 

11. Ensures parents provide consent for pupils to use the Internet, as well as other ICT 
technologies, as part of the e-safety acceptable use agreement form at time of their 
daughter’s / son’s entry to the Academy;  

 
12. Will refer any material we suspect is illegal to the appropriate authorities (LA / 

Police) once a thorough internal investigation has taken place.  
 

13. Staff will use Impero software to monitor appropriate pupil use of ICT 
 



  

 
 

 
Keeping teachers and other adults safe 
 
Infringements of E-Safety Policy do not only involve students. There are increasing incidents 
of teachers and other adults working in Academy being the victims of ‘cyber bullying’.  
In order to minimise the risk the Academy strongly recommends that you:  
 

 Only use the Academy email and Academy telephone system to communicate with 
students, staff and parents.  

 Do not share (with students or parents) any personal contact details such as home 
addresses, personal phone numbers or email accounts. For Academy trips always 
borrow a Academy mobile phone.  

 Consider carefully how you use social networking sites including privacy settings 
and accessibility, ensuring that students or parents cannot access personal 
information, including photographs.  

 Do not invite students or parents to be ‘friends’ on social networking sites.  
 Do not accept invitations to become members of students’ or parents’ networking 

sites.  
 
If colleagues choose to disregard the above advice the Academy may not be able to 
protect them from the consequences. 
 
Data Protection 
 
Sensitive information about pupils and staff should only be viewed by staff whilst on site and 

only kept on record for the required period of time in accordance with the Data Protection Act. If a 
member of staff needs to view this information offsite, other than via remote access of 
ePortal, staff should use an encrypted/password protected device or software, which will be 
provided by the IT Network manager. They should also clear this with their line manager.  

 
 
Education and training  
 
Students  
 

 Regular assemblies  
 Education through ICT lessons  
 Posters and reminders.  
 Distributing any appropriate leaflets or promotional material provided by external 

organisations such as CEOP, Safe, Digital Me. 
 
Staff  
 

 Regular reminders and guidance using staff meetings, email, website and Fronter.  
 Annual requirement to read and sign off ICT policy.  

 
Parents and other adults  
 



  

 Policy and guidance included in Home–Academy Partnership agreement’ signed by all 
parents.  

 Articles in Academy newsletter.  
 Flagging of policies and procedures on Academy website.  
 Information evenings 

.  
 
Guidance - What do we do if?  
 
N. B. Children should be confident in a no-blame culture when it comes to reporting 
inappropriate incidents involving the internet or mobile technology: they must be 
able to do this without fear.  
An inappropriate website is accessed unintentionally in Academy by a teacher or 
child.  
 
1. Play the situation down; don’t make it into a drama.  
 
2. Report to the DSP and decide whether to inform parents of any children who viewed the 
site.  
 
3. Inform the Academy’s ICT Technical Manager (Daniel Daramola) by logging the issue with 
civica. 
 
 
An inappropriate website is accessed intentionally by a child.  
 

1. Refer to the ICT policy (student guidance) and apply sanctions in line with the 
Academy’s behaviour policy.  

2. Report to a DSP who will inform the parents.  
3. Inform the Academy’s ICT Technical Manager by logging the incident with Civica. 

 
 
An adult uses Academy IT equipment inappropriately.  
 
1. Where possible, ensure you have a colleague with you; do not view the misuse alone.  
 
2. Investigate the problem thoroughly and report any serious misuse immediately to the 
Principal and ensure that there is no further access to the PC or laptop.  
 
3. If the material is offensive but not illegal, the Principal should then:  
 

 Remove the PC to a secure place.  
 Instigate an audit of all ICT equipment by the Academys ICT managed service 

providers to ensure there is no risk of pupils accessing inappropriate materials in the 
Academy.  

 Identify the precise details of the material.  
 Take appropriate disciplinary action.  
 Inform governors of the incident.  

 
4. In an extreme case where the material is of an illegal nature:  



  

 
 Remove the PC to a secure place.  
 Document all action taken.  
 Contact the appropriate authorities.  

 
A bullying incident directed at a child occurs through email, website, messaging 
system or mobile phone technology and is in any way connected to the Academy.  
 
1. Advise the child not to respond to the message.  
 
2. Secure and preserve any evidence.  
 
3. Report to a DSP who will inform the service provider and notify parents of the children 
involved.  
 
4. Apply sanctions in line with the Academy’s behaviour policy.  
 
5. Inform the Principal who will, depending on the severity of the incident consider 
informing the police and/or Brent LSCB  
 
Malicious or threatening comments are posted on an Internet site (e.g. blogs or social 
networking sites) about a pupil or member of staff.  
 
1. Inform and request the comments be removed if the site is administered externally.  
 
2. Secure and preserve any evidence.  
 
3. Investigate thoroughly and apply sanctions as appropriate.  
 
4. Inform the Principal who will, depending on the severity of the incident consider 
informing the police and/or Brent LSCB  
 
You are concerned that a child’s safety is at risk because you suspect someone is using 
communication technologies (such as social networking sites, email or mobile 
devices) to make inappropriate contact with the child.  
 
1. Report to and discuss with the DSP in the Academy and contact parents.  
2. Advise the child on how to terminate the communication and save all evidence.  
3. Contact CEOP http://www.ceop.gov.uk/  
4. Consider the involvement of police and social services. Inform LA e-safety officer.  
 
Appendix 3 - Technical safeguarding  
This Academy:  
 

 Maintains broadband connectivity through the LGfL and so connects to the 
National Education Network;  

 Works in partnership with the LA to ensure any concerns about the system are 
communicated to LGfL so that systems remain robust and protect students;  

 Ensures network health through appropriate anti-virus software etc and network set-
up.  



  

 Ensures the network is ‘healthy’ at all times.  
 Ensures the Systems Administrator / network manager is up-to-date with LGfL 

services and policies;  
 Ensures the Systems Administrator / network manager checks to ensure that the 

filtering methods are effective in practice and that they remove access to any website 
considered inappropriate by staff immediately;  

 Never allows pupils access to Internet logs;  
 Uses individual log-ins for pupils and all other users;  
 Uses teacher ‘remote’ management control tools for controlling workstations / 

viewing users / setting-up applications and Internet web sites, where useful.  
 Never sends personal data over the Internet unless it is encrypted or otherwise 

secured;  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 

4.  Whistle blowing Policy and Procedure 
 
 

1. Introduction 
 
1.1 ARK Schools is committed to achieving the highest possible standards of service and 

ethical standards. 
 

1.2 Whistle blowing is the reporting by workers or ex-workers, of wrongdoing such as 
fraud, malpractice, mismanagement, breach of health and safety law or any other 
illegal or unethical act either on the part of management, the Governing Body or by 
fellow employees.   

 
1.3 This policy has been introduced in line with the Public Interest Disclosure Act 1998 

(which you can consult at http://www.opsi.gov.uk/acts/acts1998) to enable workers 
to raise issues of concern in an appropriate manner.   

 

2. Purpose 
 
2.1 This policy aims to: 
 

 Encourage workers to feel confident in raising concerns  
 Establish a fair and impartial investigative procedure 
 Provide avenues for workers to raise concerns and receive appropriate feedback 
 Ensure that workers receive a response to concerns and are aware of how to 

pursue them if they are not satisfied 
 Ensure that workers will be protected from any reprisals or victimisation by the 

academy, provided that there is reasonable belief that the matter disclosed tends 
to show wrongdoing and that the disclosure has been made in an appropriate 
manner and in good faith 

  

3. Scope 
 
3.1 This policy may be used by all workers at an academy to raise concerns where the 

well being of others or the academy itself is at risk.   
  
3.2 The term worker broadly includes employees, contractors, agency workers, trainees 

and a person who is or was subject to a contract to undertake work or services for the 
academy.   

 
3.3 The Whistle blowing policy is designed to sit alongside the ARK Schools Grievance 

Policy and Procedure and ARK Schools Complaints Procedure. As a guideline, 
concerns, which should be raised through these routes, are as follows:  
 Employment related issues should be raised through the ARK Schools’ Grievance 

Policy and Procedure 
 The ARK Schools Complaints Procedure can be used for complaints about 

Governors. 

http://www.opsi.gov.uk/acts/acts1998


  

 
 
 

4. Equal Opportunities  
 
4.1  The whistle blowing procedure must always be applied fairly and in accordance with 

employment law and ARK Schools Equal Opportunities Policy. 
 

5. Responsibilities 
 
5.1 ARK Schools is responsible for maintaining fair, consistent and objective procedures for 

matters relating to whistle blowing. 
5.2  The principal has overall responsibility for the internal organisation, control and 

management of each academy.  
 

6. Timing 
 
6.1 The whistle blowing procedure should normally be conducted within the timescales laid 

down in this document.  However, if there is a valid reason to do so, timescales can be varied. 
If this is initiated by management, the employee should be given an explanation if this occurs 
and informed when a response or meeting can be expected.  Delays should not normally 
exceed 10 working days.   

 

7. What to raise concerns about 
 
7.1 The Public Interest Disclosure Act lists matters about which concerns can be raised, 

which are as follows: 
 

a) That a crime has been committed, is being committed, or is likely to be committed  
b) That a person has failed, is failing, or is likely to fail to comply with any legal 

obligation to which they are subject, for example a breach of contract. 
c) That a miscarriage of justice has occurred, is occurring, or is likely to occur 
d) That the health and safety of an individual has been, is being, or is likely to be 

endangered 
e) That the environment has been, is being or likely to be damaged  
f) That information tending to show any of a) to e) above has been concealed or is 

likely to be deliberately concealed. 
 

8. Assurances to workers  
  
8.1 To ensure workers have the right to disclose a concern 
 
8.1.1 Workers have the right to disclose a concern/issue if the academy does not deal with the 

matter.  However, the duty of fidelity is implied by the law in every contract of employment 
and prohibits employees from disclosing employers’ confidential information, unless it is in 
the public interest that information is disclosed or unless the Academy fails to properly 
consider or deal with the issue. 

 

8.2 To protect workers 
 
8.2.1 If a worker makes a disclosure on one or more of the matters listed above and they 

have a reasonable belief that the concern is real and they are acting in good faith, the 



  

worker will not suffer any detriment, even if after investigation it transpires that the 
concern is unfounded. ARK Schools will not tolerate the harassment or victimisation 
of any worker raising a genuine concern.  

 
8.2.2 If a worker requests that their identity is protected, the academy will not disclose it 

unless required to do so in law. If the situation arises where the academy is unable to 
resolve the concern without revealing the workers identity (for instance because the 
workers evidence is needed in court), the academy will discuss with the worker how 
the matter should proceed.  However, it must also be stated that if a worker chooses 
not to disclose their identity t will be much more difficult for us to look into the 
matter or to protect your position or to give you feedback. Accordingly, while we will 
consider anonymous reports, it will not be possible to apply all aspects of this policy 
for concerns raised anonymously. 

  

9. Internal procedure 
  
9.1 Stage one - notification 
 
9.1.1 The worker (the Representer) raising the concern should do so orally or in writing to their 

line manager or to the Principal. The Representer has the right to have the matter treated 
confidentially. 

 
9.1.2 If the line manager or the Principal believes the concern to be genuine and that it is 

appropriate to use the Whistle Blowing procedure, the manager should contact the Clerk to 
the Governing Body (the Assessor). 
 

9.1.3 Should it be alleged that the Clerk to the Governing Body is involved in the alleged 
malpractice, a member of the SLT should be asked to act as Assessor. 

 
9.1.4 If the Representer feels unable to raise their concern with their line manager or the Principal 

in the first instance, they may contact the Assessor direct.  If this occurs, the Representer will 
be asked to justify why they feel unable to raise the concern with their line manager or the 
Principal. 

 
9.2 Stage two – the meeting 
 
9.2.1 The Assessor will interview the Representer within ten working days, in confidence, or 

earlier if there is an immediate danger to loss of life or serious injury and will: 
 
 Obtain as much information as possible from the Representer about the grounds for the 

belief of malpractice; 
 

 Consult with the Representer about further steps which could be taken; 
 

 Inform the Representer of appropriate routes if the matter does not fall within the ARK 
Schools Whistle blowing Procedure; 
 

 Report all matters raised under this procedure to the Governing Body’s Responsible 
Officer (an ARK Schools Board of Director’s representative). 

 
9.2.2 At the interview with the Assessor, the Representer may be accompanied by a recognised 

trade union representative or a work colleague.  The Assessor may be accompanied by a note 
taker.   



  

 
 
 
9.3 Stage three – the outcome 
 
9.3.1 Within ten working days of the interview, the Assessor will recommend to the Principal one 

or more of the following: 
 

 The matter be investigated internally by the school 
 The matter be investigated by the external auditors appointed by the school 
 The matter be reported to the Department for Children, Schools and Families  
 The matter be reported to the Police 

 
9.3.2 The grounds on which no further action is taken may include: 

 
 The Assessor is satisfied that, on the balance of probabilities, there is no evidence that 

malpractice has occurred, is occurring or is likely to occur; 
 

 The Assessor is satisfied that the Representer is not acting in good faith; 
 

 The matter is already (or has been) the subject of proceedings under one of the school’s 
other procedures or policies; 
 

 The matter concerned is already the subject of legal proceedings, or has already been 
referred to the police, the external auditors, the Department for Education and Skills or 
other public authority. 

 

9.3.3 Should it be alleged that the Principal is involved in the alleged malpractice, the Assessor’s 

 recommendation will be made to the Responsible Officer of the Governing Body. 

 
9.3.4 The recipient of the recommendation (Principal or Responsible Officer) will ensure that it is 

implemented unless there is good reason for not doing so in whole or in part.  Such a reason 
will be reported to the next meeting of the Governing Body. 

 
9.3.5 The conclusion of any agreed investigation will be reported by the Assessor to the 

Representer in writing within twenty eight days. 
 
 
9.3.6 If the Representer has not had a response within the above time limits, he or she may appeal 

to the school’s external auditors, but will inform the Assessor before doing so. 
 
9.3.7 The Representer may at any time disclose the matter on a confidential basis to a solicitor for 

the purpose of taking legal advice. 

 

10. External contacts  
  
10.1 Whistle blowing to an external body without first going through the internal 

procedure is inadvisable without compelling reasons.  A reason may be that the 
Representer is not content with the conclusion of the Assessor.  In particular, this 
means being careful about what is said to the media.  Compelling reasons could be the 



  

involvement of the senior managers, serious health and safety issues or possible 
discrimination.  The external bodies which could be used are: 

 
 DFE 
 Member of Parliament 
 National Audit Office 
 Health and Safety Executive 
 Police 

 
10.2 If you do not feel able to raise your concern in the ways outlined above, you should 

consult the Public Interest Disclosure Act for information about other routes by which 
a disclosure may be made. 

 

11. Malicious Accusations 
 
11.1 Deliberately false or malicious accusations made by a Representer will be dealt with under 

the ARK Schools disciplinary procedure. 
 
11.2 The academy will ensure the Representer is protected from any form of victimisation or 

 discrimination. 

12. Review 
 
12.1 This policy will be reviewed every two years in consultation with the recognised 

trade unions.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 

4. USE OF PHYSICAL INTERVENTION TO CONTROL OR 
RESTRAIN STUDENTS 
 

The need to use force is unlikely to ever arise for a teacher at Ark Academy and it 
should be avoided wherever possible. However, there may be occasions when force 
may be necessary. While restraining a student, a teacher has a duty to attempt to 
communicate with the student, to attempt to calm the situation and to release the 
student at the earliest safe time. Under no circumstances may force be used to punish 
or deliberately to cause injury or humiliation. Physical or corporate punishments are 
strictly prohibited at the school. 
 

“Schools can use reasonable force to: 
• remove disruptive children from the classroom where they have refused to follow an 
instruction to do so; 
• prevent a pupil behaving in a way that disrupts a school event or a school trip or visit; 
• prevent a pupil leaving the classroom where allowing the pupil to leave would risk their 
safety or lead to behaviour that disrupts the behaviour of others; 
• prevent a pupil from attacking a member of staff or another pupil, or to stop a fight in 
the playground; and 
• restrain a pupil at risk of harming themselves through physical outbursts. 

 
Schools cannot: 
• use force as a punishment – it is always unlawful to use force as a punishment. 
In addition to the general power to use reasonable force described above, headteachers and 
authorised staff can use such force as is reasonable given the circumstances to conduct a search 
for the following “prohibited items” 
• knives and weapons 
• alcohol or illegal drugs 
• stolen items 
• tobacco and cigarette papers 
• fireworks 
• pornographic images 
• any article that has been or is likely to be used to commit an offence, cause personal 
injury or damage to property. 
Force cannot be used to search for items banned under the school rules.” 
“Use of reasonable force: Advice for headteachers, staff and governing bodies” DFE, July 2013 
 

This may be on the school premises or “elsewhere at a time when as a member of staff has 
lawful control or charge of a pupil concerned”. 
 
ACCEPTABLE FORMS OF RESTRAINT: 
NB: In all cases, there should be only the use of minimum force. 
1. A safe holding tactic by which a pupil is restrained as far as possible without injury to 
any parties or until he/she calms down. 
2. Physical contact with a pupil designed to limit his/her movements which are posing a 
danger or involving serious disruption. 
3. The physical removal of a child from one place to another. 



  

4. The use of minimum physical force to remove a weapon/dangerous object from a 
pupil’s grasp, when he/she is in the act of assaulting another person or evidently 
about to do so. 
 
UNACCEPTABLE FORMS OF ACTION 
Any act, or the threat of an act, examples of which are hitting, kicking, slapping, punching, 
poking, prodding, biting, throwing an object, unnecessarily rough handling or shaking which 
causes or threatens harm or the expectation of harm, even in the heat of the moment. Such 
acts would constitute an application of force as punishment and would fall under the 
definition of unlawful corporal punishment, which is illegal under Section 548 of the 
Education Act 1996, unless they have been undertaken within the context of self-defence 
and/or the defence of others. 
 
PROCEDURES 
Before taking action which may involve physical restraint a member of staff should: 
attempt to use diversion or diffusion to manage the situation. (This may be by removing all 
other pupils from the room rather than removing the individual). 
a. give clear instructions to the pupil/person as to what is required of him/her. 
b. warn the pupil, wherever possible, of the possible consequences of failure to 
comply (e.g. “If you carry on doing that, I will have to stop you”). Whatever 
warning is used must not contain any threat of physical assault. 
c. if at all possible, summon a second colleague. This reduces the risk of the 
first member of staff suffering physical violence or becoming emotionally 
involved and additionally provides a witness in case a complaint is 
subsequently received. 
d. physical restraint should not normally be attempted until an assessment has 
been made by the teacher(s) concerned that it can be undertaken 
successfully. 
 
If force has to be used: 
a. it must be used in ways that maintain the safety and dignity of all concerned 
b. it must be reasonable and proportional to the circumstances 
c. it must be the minimum force necessary to avert injury, damage to property, 
or breakdown in discipline and used for the minimum period necessary. Any 
restrictive intervention should avoid contact that might be misinterpreted as 
sexual. 
d. the restrainer should keep talking to the pupil to try to calm the situation 
e. the restrainer must keep his/her own temper under control and cease the 
use of restraint as soon as safety is re-established. 
 
ALL SUCH INCIDENTS SHOULD BE REPORTED AS SOON AS POSSIBLE TO THE 
PRINCIPAL AND A WRITTEN REPORT SHOULD BE SUBMITTED 
The following points should be recorded in the report: 
a) details of date, time and location of incident 
b) circumstances and significant factors which led to the incident 
c) the duration and nature of any physical restraint used 
d) the names of the pupil(s) and staff involved. 
e) a description of any injury sustained by the pupil(s) or staff 
f) a description of any action taken after the event 
g) the full name and job title of the person making the report 
h) the signatures of: 



  

the person who applied the restraint 
the person making the report (if different) 
the Principal 
 
Conclusion 
This law has generally been regarded as common sense and very much in the interest of 
students. It is likely to make little practical difference to Ark Academy, where teachers’ 
presence will always be expected to be sufficient to bring an end to violence, vandalism or 
disruption, but it is impossible to tell what situations might develop and parents need to 
know that staff are now authorised to use reasonable force to protect people and property. 

 

5. Standards for staff in Ark Academy  
 
Our Core purpose is to demonstrate belief in the potential of all students. As educators we have 
a growth mindset and are here to enable all students to acquire the knowledge, skills and 
develop the character necessary for a fulfilling career and a ‘successful’ life.  
 
We develop our students’ character through the all embracing core values of CIVITAS and our 4 
core principles.  
 
We uphold the academy policies and follow agreed procedure with consistency and care. We 
know that clear boundaries and consistency create a structure in which young people can 
flourish.  
 
We embrace shared accountability for achievements of our students and the performance of the 
Academy. This always requires hard work.  
 
Behaviour and Ethos  
We have several memorable phrases which we live up to and ensure we enforce across the piece. 
No one is exempt so we:  
 
“sweat the small stuff”  
“we are compassionately ruthless”  
We expect all students to “work hard and be nice”  
 
We have a very clear Behaviour and Ethos Policy and Pupil Code of Conduct.  
We maintain zero tolerance of any form of student behaviour that runs counter to the  
Academy’s aims and objectives. So we must have zero tolerance of, and a unified response to: 
 
- Rudness, disrespect to staff or other pupils  
- Answering back  
- Lateness  
- Poor corridor behaviour (walk on left, single file)  
- Lack of a planner  
- Littering  
- Lack of equipment  
- Incomplete or poorly attempted homework  
- Possession of banned items – phone (only in locker), any form of ear piece in ears  
- Chewing gum, any form of sweets  
- Bringing food into the academy  
- Only eating in the dining area  



  

- Silence in assembly  



  

These are, all our business, not the SLT or other people! We must all be consistent from day one.  
 
Behaviour and Ethos  

• We must provide an excellent role model for students at all times.  

• Take responsibility for developing students’ emotional well-being as well as nurturing their 
academic potential; never behaving in a derogatory, intimidatory, abusive or sarcastic 
manner towards any member of the school community.  

• We need to be courteous and expect our students to be courteous at all times  

• Of course if, as a result of being challenged, a pupil does not respond appropriately, the 
incident should follow the behaviour policy.  

• Beware of the trap of the over familiarity with pupils: do not use colloquial language and 
expect them to speak to you in a formal style and in full sentences - “yep”, “no” is not 
acceptable. Formal language is the academy code.  

• Punish individuals, following the behaviour policy of ‘rule reminder, warning first’, not whole 
classes, and keep a sense of proportion. The more we rise to the bait or shout the more we 
inflame a situation.  

• There will always be a senior member of staff “on call” but use this support wisely, and not at 
the ‘drop of a hat’. You must own your classroom - do not readily abdicate power. First port 
of call will be the department (Behaviour Policy).  

 
The Academy has a very clear Child Protection Policy which is part of the overarching 
Safeguarding Policy. All staff must ensure they read these policies and be alert to their 
responsibilities in relation to them including;  

• Not to reveal any confidential information to which they have access to anyone except 
colleagues who need to be in possession of the details.  

• In the case of any concerns about child protection issues to refer theses immediately to the 
designated Child Protection Officer.  

• Ensure all staff/pupil relationships and communications are appropriate including the use of 
social media.  

 
Additionally  

• Not to engage in any behaviour in or out of school which could bring the Academy into 
disrepute. This also has implications for the use of social networking sites, engagement in 
additional employment and recreational behaviour.  

• Not to engage in any other paid employment without the Principal’s knowledge and approval.  
 
Commitment and involvement  

• Be on site daily before line up and 8.00am for staff briefing on Tuesday.  

• Be pro-active at line up ensuring your class/teaching group is silent, looking at who is taking 
line up with planners out. In the morning check tutees uniform and report any infractions. 
After lunch check students are again suitable attired, particularly boys’ shirts, ensuring top 
button done up and shirt tucked in.  

• Get to know the Academy’s students and take an interest in them through regular informal 
dialogue around the school.  

• Join them for lunch in the dining hall as frequently as possible and accompanying them on 
school trips and visits.  

• Deliver at least one enrichment/clinic/study support session for students each week. 36  



  

• Be welcoming towards parents and careers, encouraging communication and partnership, 
returning calls/emails as soon as possible, ideally on the same day.  

• Read the staff bulletin carefully by Monday morning and pass on any messages.  

• Attend all in-house training where not on enrichment or detention duty.  
 
Daily Routines  

• All teaching staff must be at their door ready to receive students and to teach.  

• Greet them appropriately.  

• Start each lesson in the agreed format: students stand behind their desks, equipment out, say 
the pledge in unison and then sit down on your instruction.  

• Where particle, all ‘do nows’ should be awaiting pupils and all resources for lessons on the 
IWB or laid out before the lesson begins. This enables learning to take place seamlessly and 
avoids lack of pace that often happens at transitions.  

• Students must stand up on the entrance of another teacher or guest.  

• Be ready to dismiss your class promptly on the bell; tidying up should be completed before 
the end of the lesson. Dismiss from your door – ‘one foot in the classroom and one in the 
corridor’.  

• Escort them out to the playground at break and lunch.  

• All staff must attend assemblies and be proactive in the oversight of the assembly.  

• All staff should be punctual and punctilious about their duties. These are great times for 
engaging in more open dialogue with the pupils.  

• All staff should be prepared to cover a class in the absence of a teacher. Cover lessons in the 
academy is not babysitting – they are very productive and actively taught.  

• Do not allow pupils to leave your lesson except in an emergency. You will be informed if any 
pupil has a medical reason to leave the room. Never, ever, allow a pupil out of class without 
their planner signed and their blazer worn - they will be sent back.  

 
Professional Dress  
 
Always dress professionally – casual clothing e.g. jeans, jean jackets, t-shirts, flip flops, 
piercings, spaghetti straps and revealing clothes are not acceptable when the Academy is in 
session. Any tattoos should be hidden from view. A jacket and tie is the general rule for men and 
formal, professional clothing for female staff. Female staff should be particularly careful in warm 
weather to still look professional.  
 
Absence Policy and Cover (ARK Schools Absence Policy)  

• All teachers who are ill need to ring the member of SLT (Tracey Keane 07584 471  

• 105) responsible for cover before 7.15 a.m. and on everyday of absence unless your 
absence is covered by a Fit Note.  

• All support staff who are ill need to ring Reception (Margaret Small 020 8385 4370)  

• by 7.30am and on everyday of absence unless your absence is covered by a Fit Note.  

• As a matter of courtesy you should also inform your line manager.  

• If leaving site during the day please sign out in reception for health and safety reasons.  

• The Principal is the only person who can give permission for time off school and 37  

 



  

only in extreme circumstances. Requests should be in writing and if granted might not warrant 
pay.  
• Plan ahead for any absence (e.g. trips or training) and ensure all cover work is up to scratch, 
not just child minding.  
• Once the cover email is sent out each morning, it is the department’s responsibility for 
forwarding cover work to the relevant teachers.  
• You must see your line manager on the first morning of return to school (see ARK Schools 
Absence Policy).  
All ARK Schools Policies that relate to personnel issues are found at: T:\Policies and  
Handbooks\ARK Personnel Procedures 

 
 

 

7. Safeguarding -Reporting procedures for staff. 
(Extract from Staff Handbook - Child Protection Procedures) 
 

The matter of Child Protection is taken very seriously. Staff must be watchful for signs of 
abuse: neglectful, physical, sexual or emotional. Any member of staff who has concerns about 
a pupil should share them with the Designated Senior Person(s) as soon as possible. In their 
absence the deputy DSPs should be contacted. In their unlikely absence a Head of Year or 
another senior member of staff should be contacted. Any signs of physical injury should be 
reported to the DSPs who may arrange for the Health and First Aid Coordinator to see the 
pupil. 
 
In the event of a pupil being about to disclose what you think may be abuse, the 
following procedures must be followed: 
 
1. Try to bring in the DSP immediately. If this is not possible either 
because he or she is unavailable or because the pupil does not wish it: 
2. Find somewhere private if possible 
3. On no account promise confidentiality before you know what you are going to be 
told. Make clear you may have to tell someone else if the child is being hurt or is at 
risk of being hurt. 
4. Listen carefully, remain calm, and take what is said seriously. 
5. Reassure: 
a) they are not to blame for what has happened, but make no judgemental 
comments about the abuser 
b) they are right to tell 
6. Do not enquire into details of the abuse. Do not ask leading questions. Listen and 
once the basic facts are established, and the pupil has said all she wants to say, explain what 
will happen next. 
7. Contact the DSPs or their deputies who will then speak to the child themselves and contact 
whatever other agencies necessary. 
8. As soon after the interview as possible, make notes, sign and date them. The disclosure 
should be recorded on the appropriate form. 
 
These notes should: 
a) be specific 
b) distinguish fact from opinion 
c) state the action you took 
d) note any statement made by the child 



  

9. Place these notes in the pupil's file. 
If a child comes to school with an injury ask how it happened, but do not use leading 
questions. If first aid is needed it should be given. Do not attempt a detailed examination. 
If a child wants to show injuries, take them to Mr Dainty. If he is not available, then bring in 
another colleague as a witness, ideally another DSP. 
 
1. IDENTIFYING CHILDREN AND YOUNG PEOPLE WHO MAY BE SUFFERING ABUSE 

Definitions 
The Children Acts 1989 and 2004 define a child as anyone who has not yet reached his/her 
18th birthday. 
 
Ark Academy uses the definition of ‘abuse’ as described in The Children Act 1989 under the 
term ‘Significant Harm’. This definition is wide-ranging and covers a number of areas as 
outlined below:  
Harm is ill-treatment or impairment of health and development, including, for example, 
impairment suffered from seeing or hearing the ill-treatment of another; Development 
means physical, intellectual, emotional, social or behavioural development; Health includes 
physical and mental health; Ill-treatment includes sexual abuse and other forms of ill-
treatment which are not physical, such as neglect, emotional abuse or bullying.  
 
Abuse and Neglect are forms of maltreatment. Somebody may abuse or neglect a child by 
inflicting harm or failing to act to prevent harm. Children may be abused in a family or in an 
institutional or community setting; by those known to them or, more rarely, by a stranger. 
They may be abused by an adult or adults or another child or children.  Abuse takes many 
forms, including physical, sexual, emotional and neglect. 
 
Teachers and other adults in Academy are well placed to observe any physical, emotional or 
behavioural signs which indicate that a child may be suffering significant harm. The 
relationships between staff, pupils, parents and the public which foster respect, confidence 
and trust can lead to disclosures of abuse, and/or Academy staff being alerted to concerns.  
 
Signs of possible abuse  
The following list is not prescriptive and many signs listed will not necessarily indicate 
abuse. They can only act as a guide:  

• Unexplained injuries, bruising etc,  
• Absences from Academy that do not have a reasonable explanation or exhibit a 

suspicious pattern,  
• Significant change of behaviour, 
• Watchful cautious response to adults,  
• Inability to be spontaneous,  
• Aggressive or abusive,  
• Bullying other children or being bullied,  
• Underachieving, unable to concentrate,  
• Avoiding the removal of clothing in PE, etc.  
• Truanting, lying or stealing,  
• Inability to trust others and make friends.  

 
Potential indicators of sexual abuse:  

• Loss of self esteem,  
• Significant lack of self-care i.e. dirty clothing,  



  

• Inappropriate use of sexual talk or sexualised behaviour,  
• Wetting/soiling,  
• Fearful of physical contact,  
• Eating disorders, substance/drug use, cutting, etc.  

 
2. PROCEDURES  

All staff follow the Child Protection Procedures which are consistent with ‘Working Together 
to Safeguard Children’ and ‘What to do if you are worried a child is being abused’.  
It is not the responsibility of academy staff to investigate welfare concerns or determine the 
truth of any disclosure or allegation. All staff have a duty, however, to recognise concerns 
and maintain an open mind. Accordingly all concerns regarding the welfare of pupils will be 
recorded and discussed with the designated senior person with responsibility for child 
protection prior to discussion with parents.  

 
Issues that require immediate reporting by staff 

 any suspicion that a child is injured, marked, or bruised in a way which is not readily 

attributable to the normal knocks or scrapes received in play, 

 any explanation given which appears inconsistent or suspicious, 

 any behaviours which give rise to suspicions that a child may have suffered harm (e.g. 

worrying drawings or play), 

 any concerns that a child may be suffering from inadequate care, ill treatment, or 

emotional maltreatment, 

 any concerns that a child is presenting signs or symptoms of abuse or neglect, 

 any significant changes in a child’s presentation, including non-attendance,  

 any hint or disclosure of abuse from any person, 

 any concerns regarding person(s) who may pose a risk to children (e.g. living in a 

household with children present). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Management of Safeguarding (including 



  

responding to Disclosures and a protocol for 
interacting with third parties) 

 
Responding to disclosure  
Disclosures or information may be received from pupils, parents or others. Ark Academy 
recognises that those who disclose such information may do so with difficulty, having chosen 
carefully to whom they will speak. Accordingly all staff will handle disclosures with 
sensitivity.  
Such information cannot remain confidential and staff will immediately communicate what 
they have been told to the designated senior person and make a contemporaneous record.  

 
Action by the Designated Senior Person   
Following any information raising concern, the senior designated person will consider: 

 any urgent medical needs of the child, 

 discussing the matter with other agencies involved with the family, 

 consulting with appropriate persons e.g. Safeguarding Officer, Brent Children’s Social 

Care, 

 the child‘s wishes. 

 
Then decide, in accordance with the procedures or advice of the local safeguarding 
children’s board: 

 where possible to talk to parents, unless to do so may place a child at risk of 

significant harm, impede any police investigation and/or place the member of staff or 

others at risk; 

 whether to make a child protection referral to children’s social care because a child is 

suffering or is likely to suffer significant harm and if this needs to be undertaken 

immediately; 

OR: 
 not to make a referral at this stage; 

 if further monitoring is necessary; or 

 if it would be appropriate to undertake an assessment and/or make a referral for 

other services. 

All information and actions taken, including the reasons for any decisions made, will be fully 
documented. Any referrals to children’s social care will be accompanied by a standard 
referral form. 

 
Action following a child protection referral  
The Designated Senior Person will: 

 make regular contact with the social worker involved to stay informed; 

 wherever possible, attend strategy discussion meetings; 

 provide a report for, attend and contribute to any subsequent Child Protection 

Conference;  

 if the child or children are placed on the Child Protection Register, contribute to the 

Child Protection Plan and attend Core Group Meetings and Review Child Protection 

Conferences;  



  

 where a child on the child protection register moves from the Academy or goes 

missing, immediately inform the key worker in the social care department. 

 
Recording and monitoring  
Accurate records will be made as soon as practicable and will clearly distinguish between 
observation, fact, opinion and hypothesis. All records will be dated.  
All Child Protection documents will be retained in a ‘Child Protection’ file, separate from the 
child’s main file. This will be only accessible to the Principal /Senior Designated Person. 
Anonymised records of all referrals will be made available to governors every half term. 
 
Supporting the child and partnership with parents 

 Ark Academy recognises that the child’s welfare is paramount and that good child 

protection practice and outcome rely on a positive, open and honest working 

partnership with parents. 

 While, on occasion, we may need to make referrals without consultation with parents, 

we will make every effort to maintain a positive working relationship with them 

whilst fulfilling our duties to protect any child, acting with the advice of the local 

children’s safeguarding board as appropriate. 

 We will provide a secure, caring, supportive and protective relationship for the child. 

 Children will be given a proper explanation (appropriate to age & understanding) of 

what action is being taken on their behalf and why. 

 We will endeavour always to preserve the privacy, dignity and right to confidentiality 

of the child and parents. The Designated Senior Person will determine which 

members of staff need to know personal information and what they need to know to 

support and protect the child 



  

9. Safeguarding – Complaints against a 
member of staff 

 
Any report of concern about the behaviour of a member of staff or allegation of abuse made 
against a member of staff must immediately be reported to the Principal or Associate 
Principal. This matter will then be referred to the Safeguarding Lead for ARK Schools. Where 
the matter to be investigated indicates that a child may have been harmed or is at risk of 
being harmed, the matter will also be referred to the Brent LADO: Andrew Zachariades 
(0208  937 4834 & 07900 135 880)  They will then guide us as to how to proceed and who should 
lead and be involved in any investigations. Any concern or allegation against the Principal will 
be reported to the Chair of Governors. The Working Together 2006 guidance and LSCB 
procedures will be followed for both the investigation and support for the member of staff 

 
(For further Guidance see the ‘ARK schools disciplinary policy’ and part 4 of ‘Keeping 
Children Safe in Education’) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 



  

APPENDIX B 
 
Working Together to Safeguard Children  

(Note that the front of the document states - March 2015, but the copyright statement on the back 

states © 2017) 

 

What to do if you are worried a child is being abused (March 2015) 
 

Use of  reasonable force: advice  for head  teachers, staff  and governing bodies  

(July 2013) 

 
‘Information Sharing: Advice for practitioners’, DfE (March 2015) 

 

Keeping Children Safe in Education ((July 2015) 

http://safeguardinginschools.us12.list-manage.com/track/click?u=efe032677d94ceba51dd39a7f&id=c519348e55&e=f858951091
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/190604/DFES-04320-2006-ChildAbuse.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/355362/use_of_reasonable_force.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/355362/use_of_reasonable_force.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419628/Information_sharing_advice_safeguarding_practitioners.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/372753/Keeping_children_safe_in_education.pdf


  

APPENDIX C 
 

 Children Missing from Education 
 
Children Missing from Home or Care 
 
Child Sexual Exploitation (CSE) 
 Child sexual exploitation - Definition and a guide for practitioners  
 
Bullying, including Cyberbullying 
 
Domestic Violence and Abuse 
 
Drug Advice for Schools 
 
Fabricated or Induced Illness 
 
Abuse Linked to Faith or Belief 
 
Female Genital Mutilation (FGM) 
 
Forced Marriage 
 
Gangs and Youth Violence 
 
Gender based vioelnce/violence against women and girls (VAWG) 
 
T:\Safeguarding\Safeguarding - Images Acceptable Use Policy.docx 
 
Mental Health 
 
Private Fostering 
 
Preventing Radicalisation 
 
Sexting 
 
T:\Safeguarding\Safeguarding - Staff code of conduct.docx 
 
Trafficking 
 
 

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/what-to-do-if-you-suspect-a-child-is-being-sexually-exploited
http://safeguardinginschools.us12.list-manage1.com/track/click?u=efe032677d94ceba51dd39a7f&id=7b898be75d&e=f858951091
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/444862/Preventing_and_tackling_bullying_advice.pdf
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/forced-marriage
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
file://///aa-fp1/Staff%20Share/Safeguarding/Safeguarding%20-%20Images%20Acceptable%20Use%20Policy.docx
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
file://///aa-fp1/Staff%20Share/Safeguarding/Safeguarding%20-%20Staff%20code%20of%20conduct.docx
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
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Recruitment & Selection Policy and Procedure 

 
 
 

1. Introduction 
 
1.1 All ARK academies are expected to provide consistently excellent education for 

their students. This may  only  be  achieved  through  the  appointment  of  high  quality  

staff (teaching and operational). 
 
1.2 These  procedures  take  into  account  relevant  legislation  and  guidance,  including  

the Department  for  Education  Working  together  to  Safeguard  Children  

guidance,  the Safeguarding children and Safer Recruitment in Education guidance 

and the Equality Act 2010 Code of Practice. 

 
1.3 ARK Schools is committed to safeguarding and promoting the welfare of children 

and young people in its academies and expects all staff volunteers to share this 
commitment.  In order to meet this responsibility, it follows a rigorous selection 
process to discourage and screen out unsuitable applicants. 

 
 

2. Purpose 
 
2.1 The use of this policy and procedure will ensure that ARK Schools academies employ 

the best candidate for the job, assist ARK Schools academies to deter, identify and 
reject people who are unsuitable to work with children, help promote equality of 
opportunity and ensure that ARK Schools meets its statutory obligations. 

 

3. Scope 

 
3.1 These standards should be adhered to by academies at all times when recruiting 

and selecting staff (teaching and operational) and are also strongly recommended for 
use by external agencies/contractors appointing workers who will have access to 
ARK Schools academies as part of their role. It is the principal’s responsibility to 
ensure that relevant agencies are made aware of these standards. 

 

4. Equal Opportunities 
 
4.1 ARK Schools is committed to  eliminating  discrimination  and  encouraging  diversity 

amongst our employees. Our aim is that our workforce will be truly representative of 
all sections of society and that each employee feels respected and able to give their 
best. To that end we are committed to provide equality and fairness for all in our 
recruitment and employment  practices  and  not  to  discriminate  on  grounds  of  
age,  disability,  gender reassignment, marriage/civil partnership status, pregnancy 
and maternity, race, religion or belief,  sex,  or  sexual  orientation.  We oppose all  
forms  of  unlawful  and  unfair discrimination. 

 
4.2 The  appointment  and  recruitment  procedure  must  always  be  applied  fairly  and  

in accordance with employment law and the ARK Schools Equal Opportunities Policy 

 

5. Responsibilities 



  

5.1 ARK Schools is responsible for maintaining fair, consistent and objective procedures 
for matters relating to recruitment and appointments. 

 
5.2 The  principal1    has  overall  responsibility  for  the  internal  organisation,  control  

and management in their academy2 and the implementation of this policy in their 

academy. 

 

6. General principles 
 
6.1 When recruiting and selecting workers and staff, each ARK Schools academy will: 

 ensure its practices and systems are transparent, objective, thorough and consistent 

 ensure those involved in the recruitment & selection process receive appropriate 
training 

 take account of issues relating to safeguarding children at every stage of the procedure 

 avoid over-reliance on criminal background checks as a means of ‘sifting’ out 

candidates unsuited to working with children (NB: only a small proportion of 

individuals unsuited to working with children actually have a criminal conviction). 
 
 

7. Recruitment & selection procedure  
(Refer to Appendix A for Staff Governor Recruitment process) 

 
7.1 Stage one: Recruitment planning 

 
As soon as a vacancy arises, the following should be reviewed by the principal: 

 Replacement: whether the post needs to be filled and/or whether the nature of the 

job has changed significantly 

 Job description: this should state the post title, salary, reporting lines and resources 

(including staff) for which the postholder is responsible. It should also include the 

purpose of the post, main duties and activities, as well as making it clear that the 

postholder will have responsibility for promoting and safeguarding the welfare of 

children within the academy and that the post is subject to an enhanced disclosure. 

Template job descriptions can be obtained from a member of the recruitment team 

and the recruitment team should be consulted to help ensure consistency of roles and 

salaries across the network. 

 Person specification: this should set out the essential requirements for the post in 

terms of qualifications, skills, knowledge, experience, abilities, and other competences 

or  qualities that candidates will need to demonstrate. The person specification should 

make it clear that candidates will be expected to demonstrate a commitment to 

safeguarding the welfare of children, and that this will be tested at interview. The 

person specification should make clear whether each criterion is essential or desirable 

and whether any criteria are regarded as more important than any others. Again, 

template person specifications can be obtained from the recruitment team. 
 
 
 
 

1 This policy applies to all ARK staff. Appropriate substitutions will be made to accommodate 
differences in organisational structures across the ARK network and head office. For example, 
for primary academies all references to the principal are replaced with the head teacher. For 
ARK Schools head office and for ARK head office teams, all references to the principal are 
replaced with the CEO, Managing Director, or other appropriate senior leader, and all 
reference to the senior leadership team is replaced by the senior team. 



  

 Information pack for applicants: essential information about the academy/post; job 

description; person specification; details of the terms & conditions relating to the post; 

the standard ARK Schools information about the recruitment process and how it 

safeguards against employing adults who might harm children; and any relevant 

policies for equality and diversity. All information packs will be created by the 

recruitment team and approved by the academy principal before posting. 
 
7.2 Stage two: Advertising and applicant management 

 
The recruitment advert should be attractive, clear, and communicate the right 
messages. It will be drafted by the recruitment team and approved by the academy 
principal. It should 
include: 

 post title, and a brief description of the associated duties – including the extent 

of contact with, and degree of responsibility for children 

 remuneration 

 whether full time or part time 

 essential characteristics/qualifications/skills/ experience necessary 

 details of the academy, and who to contact for further information 

 a statement of ARK Schools’ commitment to equal opportunities and commitment 

to safeguarding and promoting the welfare of children 

 the requirement for an enhanced DBS check 
 

Every ARK Schools academy must use the ARK Schools application form. The   

application form has been designed to ensure that the following minimum information is 
obtained from candidates prior to the shortlisting stage: 
 full identifying details of the applicant including current and former names, current 

address and contact details, and National Insurance number 

 academic/professional qualifications relevant to the post applied for, with details 

of the awarding body and dates 

 for teachers, their QTS reference number 

 confirmation of whether the applicant requires a work visa (and details 

associated with this) 

 a full chronological history since leaving education, including periods of training, 

work (including voluntary work), and an explanation for any gaps. Start and end 

dates should be provided in all instances 

 a declaration of any family or close relationship to existing employees, ARK Schools 

central office staff member or to academy governors 

 contact details for two referees (one of whom should be the applicant’s current or 

most recent employer). Where the applicant’s current job does not involve 

working with children, a reference should be sought from their most recent 

employer where it did 

 a statement of the knowledge/skills/experience/personal qualities that the 

applicant is able to bring to the job, and how they feel they meet the person 

specification 

 a signed, dated statement from the applicant that they are not disqualified from 

working with children, or subject to sanctions imposed by a regulatory body such 

as the National College of Teaching and Leadership 

 a signed statement declaring if they have any unspent criminal convictions, 

cautions, reprimands or warnings 



  

 
7.3 Shortlisting 

 
Short-listing is the first stage of the selection process. Principals will ensure that the 
following standards are met: 
 the short listing panel must include a minimum of two senior academy employees 

and/or ARK Schools recruitment team. Those responsible for short-listing should 

normally take part in the interview process 
 the members of the panel must shortlist the applications independently of each other 

before meeting and agreeing a final list to interview all applications are scrutinised 
for consistency and completeness of information, gaps in employment, anomalies 
and discrepancies. Incomplete applications and curriculum vitae are not accepted. 

 a standard short-listing matrix is to be used for recording applicants and whether 

they met the short-listing criteria as defined by the job specification. The cut-off 

score for selection should be agreed before the applications are assessed and 

applied consistently to all applications. 

 all candidates are assessed equally against the criteria contained in the person 

specification. 
 
 
 
7.4 Invitation to interview 

 
Prior to inviting short-listed candidates for interview/testing, the principal must 
ensure that: 
 candidates are made aware that: ‘the interview will assess their suitability to work 

with children and will include questions relating to safeguarding and promoting the 

welfare of children’ 
 references are sought for each candidate (ARK Schools’ reference request template 

must be used, since it addresses particular areas of concern) 

 candidates are asked to bring identification documents, qualifications and certificates 
to the interview. Important note: It is essential that references, qualification details, 
and other documents provided by the applicant are cross-checked against details on 
the application form, in order to rule out possible anomalies. Where anomalies are 

found or where references are vague or unspecific, follow-up action will be taken by 
the principal/small school head teacher to establish the candidate’s suitability for the 
post. 

 
7.5 Interviews 

 
The principal must ensure that: 
 no offer of appointment is made without the candidate having attended a face-to-face 

interview 

 interviews are conducted by a minimum of two interviewers at all times 

 interviewers have received appropriate training, and in particular at least one 

member of every panel must have undertaken Safe Recruitment training 

 a core set of questions to be asked of all candidates is drawn up prior to interview (or 

provided by ARK Schools), based on the person specification (normally competence- 
based) 



  

 additional questions are prepared related to safeguarding and promoting the 

welfare of children, including: 

 motivation to work with children and young people 

 ability to form and maintain appropriate relationships and personal 

boundaries with children and young people 

 ability to deal with challenging behaviours and attitudes to use of 

authority and maintaining discipline 

 the interview panel agrees the required standards before the interviews take 

place and how they are to be measured 

 the interview panel agrees beforehand what additional issues specific to each 

candidate need to be explored at interview (based on the candidate’s application 

and references) 

 candidates are reminded that their identity needs to be checked and that they are 

subject to an enhanced criminal background check 

 candidates are also requested to sign the declaration on their application form in 
person. 

 
7.6 Pre-appointment checks 

 
The principal must ensure that all offers are made conditional on completion of all 
checks and that (other than in the most exceptional of circumstances which must be 
discussed with the head of human resources at ARK Schools) new recruits do not 
commence work without the following checks having been satisfied: 

 
Staff responsible for pre-appointment checks should refer to the ARK Schools 
document ‘Safe Recruitment: Pre-Employment Checks and the Single Central Register, 

ARK Schools Guidance for HR Administrators’. 

 
 verification of qualifications and/or professional status (previously DCSF 

registration number and now GTCE registration) 

 evidence of identity and address (see either a birth certificate, driving license, or 

passport combined with evidence of address) 

 confirmation that the applicant can legally take up employment in the UK 

 List 99 check 

 enhanced criminal background disclosure 

 health check/medical questionnaire (post offer) 

 completion of statutory induction period (applies to teachers who obtained QTS 

after 7/5/99) 

 two references 

 overseas criminal record check (where necessary) 
 
 

The principal is responsible for ensuring that all of the above checks are confirmed in 

writing; that the checks are followed up if they are unsatisfactory or where there are 

discrepancies and finally, that these written confirmations are retained on the 

individual’s personnel file (subject to certain restrictions in relation to criminal 

background checks). 

 
In addition, all staff new to the academy are subject to a six-month probation period. 



   

7.7 Post-appointment documentation 
 

Application and interview details of those candidates not appointed should be destroyed 

after 6 months from the interview date. All other relevant recruitment documentation 
relating to the chosen candidate must be kept securely, including: 
• application form (including signed declaration) 

• interview assessment notes 

• short-listing forms 

• documentation from any selection tests. 
 
 

If the chosen candidate is being sponsored on a Tier 2 visa by ARK Schools then all 

applications and interview details of every candidate assessed should remain on file 

until the UK Boarder Agency gives permission for them to be destroyed. 
 
 

8. Pre-employment checks 
 
8.1 Disclosures (DBS) 

 
All prospective employees and other adults working or otherwise having substantial 
unsupervised access to children require an enhanced disclosure. 

 
Candidates are asked to apply for a disclosure after a provisional offer of employment 
has been made. Criminal background checks are completed before the employee takes 
up their 
post. 

 
In some exceptional circumstances it may be possible for an individual to start 
employment without a returned criminal background disclosure. The central HR team 
must be consulted prior to the employment start date where this is considered necessary. 
If it is determined there is a clear and urgent need for the post the central HR team will 
then advise on the process for completing a risk assessment. 

 
It is the responsibility of the Principal to ensure that such measures are in place. 

 
8.2 List 99 

 
A List 99 check is carried out as part of the enhanced DBS check. Therefore, it is only 

necessary to conduct this check in the exceptional circumstances when a disclosure has 
not been returned prior to the employees start date. 

 
8.3 References 

 
All candidates are required to provide details of two referees, one of whom should be 
their current employer. Should the candidate not currently be working with children, a 
reference must be sought from their most recent work with children. Referees are asked 
to complete 
a detailed questionnaire, including whether the candidate has been subject to concerns 
for any child protection issues. 

 
Please refer to the ARK Schools document ‘Advice on collecting references for candidates’ 
for further information. 



   

8.4 Qualifications 
 

Candidates are required to provide evidence of their professional qualifications (where 

this is a requirement of the job), including evidence of QTS, their DCSF or GTCE 
registration number. Academies must ensure that the registration is still valid through 

the online National College of Teaching and Leadership Access Service. 
 
 
8.5 Right to work 

 
Candidates are required to provide evidence of their right to work in the UK. Candidates 
who have lived outside of the EU for three years or more will also be required to provide 
an overseas criminal records check. 

 
 
8.6 Medical fitness 

 
Candidates are asked to complete a confidential medical history questionnaire which is 
reviewed by ARK School’s medical advisors. 

 
 
8.7 Agency staff 

 
All agencies providing staff, whether on short or long-term contracts, are required to 

meet the standards of pre-employment screening set out above. A record/confirmation 

of the checks each agency undertakes needs to kept. 
 
 
8.8 Single Central Register 

 
A single central record of safeguarding checks for those who work within an ARK Schools 
Academy on a paid or voluntary basis must be maintained. This information should be 

entered into the HR information system and reports on this information will be 

extracted from the system as required. A separate spreadsheet should be kept for 

volunteers and other visitors not entered into the HR information system. 
 

Staff responsible for maintaining the Single Central Register should refer to the ARK 

Schools School’s document ‘Safe Recruitment: Pre-Employment Checks and the Single 
Central Register, ARK Schools Guidance for HR Administrators’ for full details. 

 

9. Criminal records disclosure details 
 

Criminal records checks disclose information on criminal convictions to organisations that 
employ people in positions of trust or deliver services to vulnerable individuals. It is a statutory 
requirement to obtain disclosures for all staff who work in academies. 

 
The following paragraphs provide information and advice to ensure that school staff use 
disclosure information in accordance with the Code of Practice [this includes the Data 

Protection Act and other 

relevant legislation relating to handling, storage, retention and disclosure of information] that 

ARK Schools academies must comply with. 



   

9.1 Information provided on disclosure certificates 
 

There are two levels of disclosures, enhanced and standard. All staff in ARK Schools 

academies are subject to an enhanced disclosure and applicants should not be allowed to 

start work at in a post requiring a disclosure until a satisfactory certificate has been 

received. This includes temporary employees and secondments. However, in exceptional 

circumstances ARK Schools may allow the applicant to start work in an alternative post 

or with appropriate supervision pending the receipt of the disclosure. 
 
 
9.2 Enhanced disclosure 

 
This includes all unspent convictions recorded on the Police National Computer (PNC) 
and also any unspent cautions, reprimands or final warnings. 

 
Enhanced Disclosures may also contain other information from local police records that 
might be relevant to the post for which the disclosure is being requested. Exceptionally 

(typically to protect the integrity of current police investigations), additional 

information may be sent under separate cover to the counter-signatory. Additional 

information provided by the police must not be revealed to the applicant. 
 
 
9.3 Limitations of disclosure information 

 
The information provided on a disclosure certificate is limited to basic facts: for 
example, the date, offence and sentence. It does not set the offence in context. If the 

information on the disclosure certificate gives cause for concern, the applicant must be 

given the opportunity to discuss this information. Only then should a final decision on 
the individual’s appointment or employment be made. 

 
School staff should be aware that disclosure certificates are an important part of the 

overall recruitment process, which should also include references, qualification checks 
and interviews. Disclosure certificates requested by other employers should not be 

accepted because a disclosure will only contain relevant information on offences up to the 

date it was issued. 
 
 
9.4 Services of an umbrella body 

 
ARK Schools uses the services of an umbrella body (DDC Limited) to complete 
these checks. 

 
 
9.5 Responsibility within ARK Schools academies 

 
All staff must treat all disclosure information in the strictest confidence. It is an offence 
under the Police Act 1997 to pass disclosure information to unauthorised persons. This 
means that disclosures and the information they contain are only passed to staff who need 
to have access to it in the course of their duties. Members of staff who pass confidential 
disclosure information to an unauthorised person will be subject to disciplinary 
procedures. 



   

9.6 Head of HR 
 

The Head of HR has responsibility for: 
 ensuring that all members of the recruitment team and school based staff 

responsible for recruitment are trained in ARK Schools’ recruitment and 

selection procedure and the background checks procedure 
 deciding, in consultation with the principal, whether applicants 

whose criminal background disclosure gives cause for concern should 

be employed. 
 
 
9.7 Verifiers 

 
Two ARK Schools central staff, based at head office, as well as at least one member of 
staff in each academy, will undertake the role of verifier. A verifier must check the 

disclosure application form has been completed correctly and check the evidence of 

identity provided by individuals. Each academy must maintain records of disclosures 
requested and received. 

If a verifier receives a disclosure certificate for a job applicant that gives rise to any 

concerns, they must inform the principal and head of HR at ARK Schools immediately. 
 
 
9.8 Lead recruiters (including managers of agency workers) 

 
All staff responsible for recruiting to posts that require a disclosure must ensure they 
adhere to ARK Schools’ recruitment and selection procedure and its policy on the 
recruitment of ex-offenders. Academy staff must also ensure that agencies providing cover 
staff who are subject to a disclosure provide a valid disclosure reference number and 
verify the individual’s identity before they perform duties on ARK Schools’ behalf. 

 
 
9.9 Making decisions using disclosure information 

 
Any decisions should be made only after following the procedure laid down here: 

 
 
9.10 Identify and discuss concerns 

 
If a disclosure reveals information that gives cause for concern, the verifier should first 
check whether the individual has previously disclosed details of any convictions or 
cautions. The principal should then meet with the individual to confirm that the 
disclosure is accurate. 

 
If the individual has not disclosed the convictions on an application form, they should be 

asked why. The principal should be concerned about any failure to provide the required 
information. 

 
If an individual denies that the convictions relate to them a further check must take 

place. The verifier should contact the relevant government organisation to advise that 
there is a dispute on the evidence submitted. The relevant government organisation will 

then undertake an investigation. 



 

9.11 Factors to consider when making a decision 
 

Once it is established that the convictions or cautions relate to the individual, the 

principal should explore with them the circumstances surrounding the 

convictions/cautions. An applicant’s criminal record should be assessed in relation to 
the tasks they will be required to perform and the circumstances in which the work is to 

be carried out. Factors to consider may include: 

 the seriousness of the offence 

 repeat offences: was the offence a one-off or part of a history of offending 

 the length of time since the offence took place whether the offence has 

been decriminalised by Parliament 

 an examination of the circumstances of the offence(s), for example the candidate’s 

age at the time, the influence of financial or domestic circumstances 

 whether circumstances have changed since the offence was committed, 

making re- offending less likely 

 the nature of the job and the extent of job supervision i.e. does the nature of the job 
 present any opportunities for the postholder to re-offend in the course of their work, 

such as one-to-one contact with children 
 the degree of risk that the offence suggests that the individual represents 

 
 

A conviction or caution is not an automatic bar to employment with ARK Schools but 
serious consideration will be given before a decision is made. 

 
The decision should be documented, agreed by the Head of HR in ARK Schools and 
recorded in a sealed envelope on the employee’s personnel file. 

 
 
9.12 Non-conviction information 

 
In instances where a disclosure leads to the police revealing additional non-conviction 
information, either on the disclosure itself or in a separate letter, it must not be passed 
on to the individual. Sharing such information with the individual would be an offence 
under the Police Act 1997. Non-conviction information, which may include details of a 
continuing investigation, can be important in determining whether someone is suitable 
to work in a particular post. 

 
If a decision is made not to confirm an offer of employment to a job applicant because 

of non-conviction information, the individual should be informed that the offer of 

employment has been withdrawn. If the individual queries the decision no further 

justification can be given. Non-conviction information is exempt from the Data 
Protection and Freedom of Information Acts. In the event of ARK Schools being taken 

to an employment tribunal as a result of a decision based on non-conviction 

information, the details will be given to the chairman of the tribunal. 

 
9.13 Commencing employment 

 
As a general rule, no applicant should be allowed to start work for ARK Schools in a post 

requiring a disclosure until a satisfactory certificate has been received. This includes 

temporary employees and secondments. In exceptional circumstances, the principal may 

decide, in consultation with ARK Schools Central HR, that an applicant can start before 
the disclosure is received. This must only be in situations where there is an urgent  need 

to maintain service delivery and all reasonable steps have been taken to protect the 

safety of children. Reasonable steps to protect children include not allowing 



 

unsupervised access to children, allowing the applicant to start work in an alternative 

post or shadowing other employees. 
 
 
9.14 Agency workers 

 
Where agency cover is used for posts that require a disclosure certificate, the agency 
must be asked to provide the reference number of a satisfactory enhanced disclosure 
for their worker. Disclosure reference numbers should be checked to ensure that the 
agency is providing references to valid certificates. If the agency is unable to provide 
the necessary disclosure reference, the agency worker should not be used. The principal 
is responsible for issuing contracts to approved agencies and must ensure this 
requirement is contained in the terms and conditions of contracts. 

 
 
9.15 Self employed staff/consultants 

 
Any self-employed staff or consultants used to fill interim or peripatetic roles are 
required to provide their reference number of a satisfactory enhanced disclosure and 
have a List 99 prior to taking up their post. If the individual does not have their own 
disclosure, the principal must ensure one is conducted. 

 
 
9.16 Storage and handling of disclosure information 

 
In accordance with Section 124 of the Police 1997 Act, disclosure information should 

only be passed to those who are authorised to receive it in the course of their duties. 

ARK Schools Academies must maintain a record of all those to whom the disclosure or 
disclosure information has been revealed and be aware that it is a criminal offence to 

pass this information to anyone who is not entitled to receive it. 
 

All disclosure certificates must be securely stored in locked non-portable storage 
containers, and be kept for no longer than 6 months. The only necessary criminal 

background check information to retain is the disclosure number and date of disclosure 

that should be retained on the academy’s single central register. 
 
 
9.17 Complaints 

 
If an individual disputes the accuracy of information contained in a disclosure, ARK 
Schools will inform them to contact the relevant government organisation so an 
investigation can be undertaken. 
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