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1. Introduction 

This document sets out Ark Schools’ procedure for managing allegations of abuse made 
against any member of school staff, supply staff or volunteers.  It should be followed 
wherever an allegation of abuse is made. It should be noted that a member of staff could be 
subject to an allegation even if they have not harmed a child or intended to harm a child. It is 
sufficient that the staff member’s conduct could pose a risk to the child.  

This procedure applies to teachers, senior leaders, supply teachers, other professionals and 
staff working in or for an Ark school and volunteers, including governors. 

2. Aims 

To set out the procedure for managing allegations of abuse in compliance with statutory 
requirements and to set out the support available to staff and volunteers who may be the 
subject of an allegation of abuse.   

3. Purpose 

3.1   The framework for managing cases of allegations of abuse against teachers and other staff is 
set out in the statutory guidance ‘Keeping Children Safe in Education’ (September 2022) 
(KCSIE). The guidance can be found here. 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file
/1080047/KCSIE_2022_revised.pdf  

3.2   This guidance should be read alongside the statutory guidance KCSIE September 2022 Part 
4 and Ark Schools Safeguarding & Child Protection Policy s.18:  

This guidance should be followed where it is alleged that anyone working in the school or 
college that provides education for children 18 years of age and under, including supply 
teachers and volunteers has: 

• behaved in a way that has harmed a child, or may have harmed a child; 

• possibly committed a criminal offence against or related to a child; or  

• behaved towards a child or children in a way that indicates they may pose a risk of 
harm to children or to a particular child; 

• behaved or may have behaved in a way that indicates they may not be suitable to 
work with children 

3.3   This guidance relates to members of staff, supply staff and volunteers who are currently 
working in any Ark school regardless of whether the school is where the alleged abuse took 
place. Allegations against a former member of staff who is no longer at the Academy should 
be raised with the Principal who will decide on the course of appropriate action, which may 
include a referral to the Police.  

An allegation against a member of staff, supply staff or volunteer may arise from a number of 
sources e.g.: 

• a report from a child victim 

• a concern raised by another child/adult in the school 

• a concern raised by a parent or carer.  

It is essential that any Safeguarding issue, concern or allegation made against staff, supply 
staff, volunteers or other professionals in a school is dealt with very quickly, in a fair and 
consistent way that provides effective protection for the child and at the same time support 
the person who is the subject of the concern or allegation.   

An overview of how allegations must be handled is relevant for the purposes of Section 
175/157 of the Education Act 2002.  

3.4 A Complaint- as understood in the Procedure 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1080047/KCSIE_2022_revised.pdf


 

 

Within the context of this policy a ‘Complaint’ could refer to any matter that does not 
constitute a ‘concern’ or an ‘allegation’ as set out above.   It is therefore important that 
complaints are responded to through the appropriate policy and are not managed under this 
framework. However, when multiple complaints over a sustained period of time, around a 
common theme this could escalate to an allegation on the balance of probabilities, and it 
would then be appropriate to follow the procedure for managing allegations.  

3.5 Supply Staff and Contractors 

There may be an allegation  against an  individual who is  not directly employed by the 
Academy and the disciplinary procedures do not fully apply. The Academy must ensure the 
allegations are dealt with properly and in no circumstances should an Academy decide to 
cease the use of a supply staff member due to safeguarding concerns, without finding out the 
facts and liaising with the local authority designated officer (LADO) to determine a suitable 
outcome. 

When using an agency, the Academy should inform the agency of its process for managing 
allegations. This should include inviting the agency’s human resource manager or equivalent 
to meetings and keeping them up to date with information about its policies. 

3.6 Governors  

If an allegation is made against a governor, the matter should be referred to the Director of 
Governance for action under this guidance.  Where an allegation is substantiated, 
consideration will be given to removing them from office. 

Centrally Employed staff  

If an allegation is made against a member of staff who is centrally employed, the Principal 
should report this to the central DSL (Joycelyn Thompson, Head of Safeguarding), or 
DDSL(Lyndsay Harris, Director of Pastoral and Inclusion) immediately who will then 
commence the fact-finding process. The central DSL or DDSL will inform the Head of 
Schools People Business Partnering and the Director of Education as appropriate.  

4. Defining an allegation which meets the harm threshold  

4.1. In the first instance whenever an allegation is made against a member of staff, supply staff or      
volunteer that meets any of the above criteria, the Principal must be informed immediately. 
This is part of our Safeguarding Policy and is made clear to all staff during safeguarding 
training.  

4.2. It is the Principal’s responsibility to immediately consult the Designated Officer (LADO) and 
where appropriate the police should be informed immediately. The Principal should also 
ensure the Regional Director, Head of Safeguarding, and Regional People Business Partner 
are informed and consulted. (Please refer to Appendix A for contact details). If the allegation 
is made against a Principal, the person receiving the information must contact the Regional 
Director and inform the Head of Safeguarding and Regional People Business Partner who 
will work in collaboration to provide advice and guidance. 
 

4.3. If the allegation is against an Executive Principal or Regional Director, the person receiving 
the information must contact the Director of Education (Venessa Wilms) or Director of 
Secondary Education (Jerry Collins), as well as the Head of Safeguarding (Joycelyn 
Thompson) and Head of People Business Partnering (Claudette Wilson) who will work in 
collaboration to provide advice and guidance. 
 

4.3.1 The Principal must advise the People Business Partner if an allegation: 

• could result in, or has resulted in, a strategic case meeting being called by a Designated 
Officer (LADO); 



 

• relates to a member of staff and, without prejudice to the case, the Principal judges that 
it may result in disciplinary action being taken. 

4.4. Where a safeguarding concern or allegation triggers another procedure such as a grievance 
or disciplinary, the Academy should refer to the appropriate policy and discuss the case with 
the Regional People Business Partner who will provide HR advice in these circumstances. 

4.5. If an allegation requires immediate attention, but is received outside of normal office hours, 
the Principal should consult the Children's services Emergency Duty Team or the Child 
Abuse Investigation Team (CAIT) via local Police. The Principal should also inform relevant 
people (see section 8.3) as soon as possible following this action. 

4.6. Please refer to the following flow chart which sets out a summary of the overall procedure to 

be followed. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Allegation raised  

Allegation involves a member of 

staff, agency staff, volunteer or 

visitor  

Allegation involves Principal 

The Principal consults the Designated 

Officer (LADO).  

Principal informs and consults the 

Regional Director, Head of Safeguarding 

& People Business Partner. 

Step 1: Initial considerations 

Step 2: Regional Director to complete 

fact-finding exercise and further 

discussion with Designated Officer 

(LADO). 

 Designated Officer (LADO) to 

organise strategy discussion. 

  

Where allegation of criminal 

offence, requires referral to police. 

In case of serious harm, referral 

required to social care. 

Regional Director consults the 

Designated Officer (LADO)  

Step 3: Responses to fact finding 

outcomes 

Follow the Ark Schools Disciplinary or Capability 

procedures (where appropriate).   

The pupil is 

alleged to have 

suffered, or is 

likely to suffer, 

significant harm. 

The allegation 

relates to poor or 

inappropriate 

behaviour. 

Criminal 

offence is 

alleged. 

The allegation is 

clearly and 

demonstrably 

without 

foundation and no 

further action is 

required. 

The staff member 

should be told 

orally and in 

writing that the 

allegation is 

without 

foundation and 

no further action 

will be taken. 

Details of 

allegations that 

are found to have 

been malicious 

should be 

removed from 

personnel records 

Step 3: Responses to fact finding 

outcomes 

Step 2: Principal to complete fact-finding 

exercise and further discussion with 

Designated Officer (LADO). 

Step 1: Initial considerations 

 Regional Director informs and consults 

the Head of Safeguarding & People 

Business Partner. 
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The Principal will consult the Designated Officer (LADO) to discuss the next action points. Advice 

may also be sought from children's services and the police as required.  The case manager in the 

first instance should be the Principal unless the concern relates to the Principal in which case this 

should be the Regional Director. It’s important that the case manager updates the member of staff 

subject to the allegation with any necessary information as advised by the LADO or the Police. In 

some cases it may be this information is limited (and in some cases not at all) until further fact 

finding has taken place.   

Step 2: Conducting a fact-finding exercise 

4.7. After a discussion with the LA Designated Officer (LADO) and Regional Director, Head of 
Safeguarding and Regional People Business Partner, the Principal should conduct an investigative 
process on the matter. The Principal must undertake a fact-finding exercise and: 

• obtain written details of the concern/allegation 

• countersign and date the written details 

• record any information about times, dates and location of alleged incident(s) and names of any 

potential witnesses 

• Record that a disclosure has been made by the pupil onto their record on Impero EdAware, 

this should not include any staff details. For instance, “Student X made an allegation against a 

member of staff. Details passed to the Principal”.  

• Log the full details of the concern, any discussion about the child and/or member of staff, any 

decisions made, and the reasons for those decisions onto the People Section of Impero 

EdAware 

• If more information is required than the initial disclosure, the Principal may obtain any 
additional information which may be relevant such as previous history, risk assessments, 
whether the child or their family have made similar allegations and the individual’s current 
contact with children.    

4.8. In cases of an allegation against the Principal, Regional Director or Executive Principal, s/he 
should not be asked to gather the above information themselves. (Refer to point 4.2 and 4.3) 

4.9. The following definitions should be used when determining the outcome of allegation 
investigations:  

a. Substantiated: there is sufficient evidence to prove the allegation; 
b. Malicious: there is sufficient evidence to disprove the allegation and there has been a 

deliberate act to deceive; 

c. False: there is sufficient evidence to disprove the allegation;  

d. Unsubstantiated: there is insufficient evidence to either prove or disprove the 
allegation. The term, therefore, does not imply guilt or innocence; 

e. Unfounded: to reflect cases where there is no evidence or proper basis which supports 
the allegation being made. 

4.10. After the fact-finding exercise and further discussion with the Designated Officer (LADO), and 
determined outcome one or more of the following may be applicable: 

a) The pupil is alleged to have suffered, or is likely to suffer, significant harm - this requires an 
immediate referral to children's services. 
 

b) A criminal offence is alleged - this requires referral to the police.  

c) The allegation relates to poor or inappropriate behaviour and requires an investigation to be 
completed. The People Business Partner should be notified. In addition, the Head of 
Safeguarding should be informed to ensure staff/pupil support/external referral (as necessary) 
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d) The allegation is clearly and demonstrably without foundation and no further action is 
required. 

4.11. Where it is clear that an investigation by the police or Local Authority children’s services is 
unnecessary, or the strategy discussion or initial evaluation decides that is the case, in those 
circumstances the options open to the school are dependent on the nature and circumstances of 
the allegation and the evidence and information available. The school should refer to the Ark 
Schools Disciplinary or Capability Policy as appropriate.  
 

4.12. The Principal will continue to update the Regional Director as well as the Head of Safeguarding 
and Regional People Business partner during the initial consideration process.  

 

4.13. Working with families. It is important that case managers consider the support that the 
child/children may need if they are part of the investigation, as well as what the communication 
with parents should look like. Things to consider: 

• Support for the child/children: what do they need? Which member of staff is best placed to do the support work 
with the child? Are any referrals required?  

• Communication with parents must be timely and avoid an escalation of the situation.  
• The appropriate member of staff to be the key contact with the parents 
• Explanation of what the allegation is without disclosing any specific staff names 
• State the importance of keeping the allegation confidential (not posting any information online) 

• Communicate with the parents about the support their child will need throughout the fact-finding process 
• Inform them of the investigation process and timeline, give them an opportunity to ask any follow up questions.  

 

5. Responding to fact finding outcomes 

Step 3: Responding to the fact-finding outcomes 

Following the fact-finding exercise, one or more of the outcomes set out in section 4.10 (a) t0 (e) 
below may be applicable. 

5.1. Outcome where either 4.11 (a) the pupil is alleged to have suffered, or is likely to 
suffer, significant harm or 4.11 (b) a criminal offence is alleged. 

5.1.1 Strategy discussion 

If the conclusion relates to either 4.10 (a) or 4.10 (b) above, the Designated Officer (LADO) will 
arrange a strategy discussion. The Principal, police, children's services, Regional People Business 
Partner must, and Head of Safeguarding should be invited (if matter relates to SLT/Principal).  
The staff member should not attend. The discussion will: 

• focus on the needs of the pupil(s) who may be at risk; and  

• determine what action should be taken regarding further investigation 

• decide on who will inform the parents/carers of the child or young person 

5.1.2 Managing Allegations Strategy Meeting 

Following the outcome of the strategy discussion, a managing allegations strategy meeting will be 
convened. The Designated Officer (LADO) will convene the meeting with any other relevant 
people, such as the Principal, children’s services, police, and Regional People Business Partner and 
Head of Safeguarding should be invited (if the matter relates to SLT/Principal). The staff member 
against whom the allegations are made against should not attend. The general purpose of the 
meeting is to consider evidence and discuss the next steps. 
The LADO will send out a letter inviting attendees to the meeting, detailing what will be discussed. 
At the end of the strategy meeting, it will be agreed how and who will inform the staff member of 
the outcome.   
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Subsequent managing allegations strategy meetings will be held fortnightly, or at a minimum, 
monthly, to review progress. Each strategy discussion outcome will depend on the facts of the 
matter and the particular agencies which may be involved. 

Important note:  where there is an allegation of harm or a crime has been committed, please also 
refer to sections 8 and 9 below. 

5.2. Outcome where 4.11 (c) the allegation relates to poor or inappropriate behaviour 

5.2.1    In the course of an investigation, several elements may be followed: 

• the Principal to liaise with the Regional People Business Partner to arrange for an 
investigation to be conducted. Guidance on who should undertake an investigation and 
how one must be completed can be found in The Ark Schools Disciplinary Policy point 5.   

• Enquiries and assessment by children's services about whether a child is in need of protection or in 
need of services.  

5.3. Outcome where 4.10 (e) the allegation is clearly and demonstrably without 
foundation: If the conclusion relates to 4.10 (e), the staff member should be told orally and in 
writing that the allegation is without foundation and no further action will be taken. Details of 
allegations that are found to have been malicious should be removed from personnel records 

6. Informing the individual and others 

6.1. The Principal should inform the member of staff against whom the allegation has been made 
against, about the allegation as soon as possible after consulting the Designated Officer (LADO), 
Head of Safeguarding and People Business Partner.  

6.2. The Principal will discuss with the Designated Officer (LADO) at the initial consideration stage on 
how to inform parents or carers of the allegation. Thereafter, parents/carers should also be kept 
informed about the progress of the case and told the outcome where there is not a criminal 
prosecution, including the outcome of any disciplinary process. The deliberations of a disciplinary 
hearing, and the information taken into account in reaching a decision, cannot normally be 
disclosed, but the parents or carers of the child should be told the outcome.   

7. If a referral to children’s services is required 

7.1. As set out in section 4.10 (a), a referral is required: 

➢ if a pupil has suffered, is suffering, or is likely to suffer significant or serious harm 

➢ a pupil alleges a criminal offence has been committed 

➢ where there is an allegation of a sexual nature 

These referrals are managed in accordance with referral processes and thresholds established by 
the local safeguarding partners.  

7.2. The Principal will liaise with the Academy’s DSL when a referral to children’s services and/or 

external body is required. 

8. If a crime has been committed 

8.1. As set out in section 4.11 (b), if a crime has been committed, and there is reason to suspect 
significant harm, the academy should inform the Designated Officer (LADO) and the police 
immediately.  

8.2. Where there is no reason to suspect significant harm, the academy should inform the Designated 
Officer (LADO) who will organise a strategy discussion to decide if a police referral and 
investigation is needed. 

8.3. If it is not necessary to work with children's services, but a police investigation is required, the 
Designated Officer (LADO) will then agree with the police, the school and any other agencies the 
nature of the allegation and how it should be addressed. The discussion will take place within one 
working day of the referral. The police will continue to monitor the case.  

8.4. If the member of staff is not charged, the Principal and Designated Officer (LADO) will decide how 
to handle the case. If a charge is necessary, the police will inform the member of staff. 
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9. Suspension 

In cases where suspension is a consideration refer to Ark Schools Disciplinary Policy Pt 9.  

The Principal must discuss suspension with their Regional People Business Partner prior to taking 
action and complete the suspension risk assessment to document the decision made. If in doubt, 
the academy should seek views from the Designated Officer  (LADO), as well as the police and local 
authority children’s social care where they have been involved. 

If the Regional People Business Partner is unavailable, the Principal should consult the Head of 
Business Partnership. The Regional Director and Head of Safeguarding must be informed of any 
decision made to suspend a staff member following an allegation. 

10. Record keeping and information sharing 

Records 

10.1. Where a staff member raises an allegation against a member of staff, agency worker or contractor 
they must inform the Principal as per the academies safeguarding policy and procedure.  
 

10.2. The Principal will then record any allegation, concern and discussions on the People section of 
Impero EdAware which only Principals have access to. Records should be completed as soon as 
possible after the allegation. This includes: 
➢ incident details 
➢ LADO referral made confirmation 
➢ follow up action 

➢ how it was resolved 

➢ action taken 

➢ any sanctions 

10.3. Even if no police or disciplinary action is taken, a record will be kept of the allegation on Impero 
EdAware.   

10.4. If the actions of the member of staff, and the consequences of the actions, do not raise credible 
allegation concerns, but do raise other issues in relation to the conduct of the member of staff or 
the pupil(s), this will be addressed in accordance with internal procedures. 

10.5. Any information or referral forms submitted to the Designated Officer (LADO) or investigation 
agencies should be added to the online record on Impero EdAware.  

Information sharing: need to know  

10.6. Other staff will only be informed on a ‘need to know’ basis. Notification may be delayed if the 
police believe it could prejudice an investigation. Those who will be told are likely to include: 

➢ staff member; 

➢ pupil concerned and their parent(s)/carers; 

➢ individual making the allegation; 

➢ Principal and Regional Director; 

➢ Head of safeguarding and People Business Partner; 
➢ Director of External Relations; 
➢ Designated Officer (LADO) and investigating agencies 

 
10.7. If an allegation results in disciplinary action, the investigating officer and the disciplinary hearing 

chair (if appropriate) will be given all information with redactions to protect the identity of pupils.  

10.8. The individuals outlined above will be informed of the outcome/actions of any meeting as 
appropriate, as well as Ark’s Education Directors, the Chair of the governing body and 
Safeguarding link governor (as necessary).  

https://arkschools.sharepoint.com/ArkNetCentral/policies/Shared%20Documents/Forms/AllItems.aspx?id=/ArkNetCentral/policies/Shared%20Documents/Our%20People/Disciplinary%20Policy%20-%20January%202018-January%202021.pdf&parent=/ArkNetCentral/policies/Shared%20Documents/Our%20People&siteid=a9d7f15e-fa8c-420e-ab20-3df00e1daabb&webid=6a2ca7f1-e035-4e4d-a3ca-20052990d2a3&uniqueid=218e1eb4-761f-4979-a2bc-15a5bd1469bb
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11. False allegations 

11.1. If an allegation is found to be false, action will be taken to see if the person making the allegation is 
in need of services. If it is a deliberately malicious allegation made by: 
➢ a pupil, the Principal will take action in line with the Behavioural Policy.  
➢ a staff member, it will be handled in accordance with the Disciplinary Policy – the police may 

also consider taking action in this situation. 
➢ In some cases a false or malicious allegation may indicate a safeguarding concern. If there is 

reason to believe this may be the case, the Academy should follow its normal safeguarding 
procedures. 

11.2. If it is clear an allegation is false and /or unfounded, the accused staff member will be informed 
orally and in writing that no further action will be taken. Details of allegations that are found to 
have been malicious should be removed from personnel records.  

12. Supporting those involved 

12.1. Ark has a duty of care to staff, supply staff and volunteers.  The school aims to support the 
individual throughout the allegation process and will do all it can to manage and minimise stress. 
If the individual is external to the school, contact will be made with the relevant agency or service 
provider.  

12.2. Information will be provided to the individual as soon as possible in line with the guidance set out 
in this procedure and throughout the allegation process. A named representative will be appointed 
to keep the individual informed of the progress of the allegation. This person will have no 
involvement in the investigation itself, and will hold an appropriate level of seniority within the 
Academy. It is part of their role to keep the member of staff updated as to the progress of the 
investigation, as well as to monitor the staff member’s welfare. 

12.3. The member of staff or supply staff may wish to contact their Trade Union Representative, if they 
have one, or a colleague for support. Staff should also be reminded about the confidential 
counselling support, which is available through the Employee Assistance Programme (section 13).  

12.4. Social contact with colleagues and friends should not be prevented unless there is evidence to 
suggest that such contact is likely to be prejudicial to the gathering and presentation of evidence. 
The staff member should be advised not to discuss the case with any staff members. 

13. Employee Assistance Programme 

13.1. The service is available 24 hours a day, 7 days a week, and 365 days a year and is accessible by 
phone, email, instant messaging and website. The service offers assistance with any work, personal 
or family issue and includes professional consultation, access to face-to-face counselling (up to six 
sessions), information, resources and referrals to local services. EAP can be accessed, in the 
following ways: 
 

FREEPHONE: 
0800 243 458 

EMAIL 
assistance@workplaceoptions.com 

WEBSITE 
www.workplaceoptions.com (Username:  Ark Schools, Password: 
employee) 

SMS (for call back): 
 

07909 341 229 

13.2. Should medical advice and guidance be required this can be arranged through the member of staff 
responsible for HR within the academy, who will arrange for a referral to Ark’s Occupational 
Health providers. 
 

14. Confidentiality 

14.1. It is extremely important that when an allegation is made, the school makes every effort to 
maintain confidentiality and guard against unwanted publicity while an allegation is being 
investigated or considered. The academy should take advice from Ark Central on: 

mailto:assistance@workplaceoptions.com
http://www.workplaceoptions.com/
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➢ who needs to know and, importantly, exactly what information can be shared;  
➢ how to manage speculation, leaks and gossip; 
➢ what, if any, information can be reasonably given to the wider community to reduce 

speculation; and 
➢ how to manage press interest, if and when it should arise. 

 
15. On conclusion of a case and exit arrangements: possible referrals required 

If an allegation is founded, the KCSIE guidance should be consulted in conjunction with this 
procedure as to which referrals to professional bodies may be required. 

15.1. Referral to Disclosure and Barring Service (BBS) 

Schools have a legal duty to refer to the DBS anyone who has harmed, or poses a risk of harm, to a 
child or vulnerable adult where: 

➢ the harm test is satisfied in respect of that individual. To satisfy the harm test there needs to be 
credible evidence of a risk of harm to children or vulnerable adults such as statements made by 
an individual regarding conduct/behaviour, etc.  

➢ For a case to be considered as a risk of harm, relevant conduct would not have occurred but 
there must be tangible evidence rather than a “feeling” that a person represents a risk to 
children and / or vulnerable adults. For example, a teacher who confides in their head teacher 
that they are sexually attracted to children (but who had not engaged in ‘relevant conduct’) 
would satisfy the harm test. 

➢ the individual has received a caution or conviction for a relevant offence, or if there is reason 
to believe that the individual has committed a listed relevant offence; and  

➢ the individual has ceased working in a regulated activity or would have been removed had they 
not left. 

The Regional Business Partner will be responsible for making this referral 

15.2. Referral to Teaching Regulation Agency (TRA) for consideration 

Where an allegation is substantiated and the member of staff is dismissed or resigns, school must 
refer the matter to the TRA for consideration for a prohibition order. The Regional Business 
Partner will be responsible for making this referral 

 

16. Lessons learnt 

If there is a substantiated allegation against a member of staff, the Principal, Regional Director, 
Head of Safeguarding, People Business Partner, DSL and Director of External Relations will work 
with the Designated Officer (LADO) to identify any changes, lessons learnt and improvements 
which could be made to help prevent similar events in the future.  

17. Low Level Concerns  

When concerns are raised which do not meet the harm threshold as set out above it is important 
that the academy records these and takes the appropriate safeguarding actions. As part of the 
whole school approach to safeguarding it is important that all staff, pupils, parents, volunteers and 
supply staff understand that they can raise concerns at any time, who they should raise concerns to 
and how concerns are recorded within the academy so that concerns can be dealt with promptly 
minimising any risk of harm.  

Sharing of low-level concerns should encourage an open and transparent culture in which concerns 
are identified early, risk of harm can be minimised and those working in or on behalf of the 
academy are clear about professional boundaries and act within the values and ethos of the 
academy’s behavioural standards.  

17.1 What is a low-level concern?  
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A low-level concern is one which does not meet the threshold as defined in pt.3 of this policy, this 
does not mean that the concern is insignificant. No matter how small a staff member may perceive 
their concern if an adult working in or on behalf of the academy has acted in a way which is:  

– inconsistent with the Academy’s behavioural standards as set out in the code of conduct, 
teachers standards, disciplinary policy and safeguarding and child protection policy, 
including inappropriate conduct outside of work  

– does not meet the threshold or would not be considered serious enough to consider a 
referral to LADO.  

KCSIE gives the following non limiting examples:  

- being overly friendly with children;  
- having favourites  
- taking photographs of children on their mobile phone  
- engaging with a child on a one-to-one basis is a secluded area or behind a 

closed door 
- using inappropriate sexualised, intimidating or offensive language  

It is acknowledged that this behaviour exists on a wide spectrum from thoughtless, context specific 
actions or that which is intended to enable abuse. It is crucial that all staff feel enabled to raise 
such concerns with the designated safeguarding lead or deputy to ensure that such concerns are 
recorded and dealt with promptly and appropriately.  

17.3  Sharing low level concerns  

As with any safeguarding concern about a member of staff (including agency staff and volunteers) 
in the Academy, all low-level concerns should be reported to the Principal. The Principal should be 
the ultimate decision maker in respect of all low-level concerns, although it is recognised that 
depending on the nature of some low-level concerns the Principal may wish to consult with the 
DSL and take a more collaborative decision-making approach. 

Where the concern relates to a person employed by a supply agency or contractor that concern 
should be shared with the Principal and their employer notified about the concern so any potential 
patterns can be identified.  

Staff should feel confident to self-refer where they may have found themselves in a situation which 
could be misinterpreted, or on reflection where they believe they have behaved in such a way which 
falls below the expected professional standards  

If a Principal is in any doubt as to whether the information which has been shared about a member 
of staff as a low-level concern in fact meets the harm threshold, they should consult with their 
LADO. 

17.4  Recording low level concerns 

All low-level concerns must be logged on Impero EdAware by the Principal as either meeting 
threshold (LADO referral) or not meeting threshold (low-level concerns).  

Records should be reviewed half termly so that potential patterns of concerning, problematic or 
inappropriate behaviour can be identified. Where a pattern of such behaviour is identified, the 
Academy should decide on a course of action, either through its disciplinary procedures or where a 
pattern of behaviour moves from a concern to meeting the harms threshold, in which case it should 
be referred to the Designated Officer LADO. Consideration should also be given to whether there 
are wider cultural issues within the Academy that enabled the behaviour to occur and where 
appropriate policies could be revised, or extra training delivered to minimise the risk of it 
happening again. 

17.5  Responding to low level concerns  

The Principal (or designated DSL) must collect as much evidence as possible by speaking to those 
who raised the concern, the individual(s) involved and any further witnesses. The information 
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collected will enable the Principal to determine what further action may need to be taken. All 
information gathered along with the rationale for the decision and action taken should be recorded 
on Impero EdAware.  

17.6 References and low-level concerns 

Low level concerns should not be included in references unless they relate to issues which would 
normally be included in a reference, for example, misconduct or poor performance. It follows that 
a low-level concern which relates exclusively to safeguarding (and not to misconduct or poor 
performance) should not be referred to in a reference. However, where a low-level concern (or 
group of concerns) has met the threshold for referral to the (Designated Officer) LADO and found 
to be substantiated, it should be referred to in a reference. 
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Appendix A 
 

USEFUL CONTACT DETAILS (add details) 

Position Name Contact details 
Principal/Head of School 
 

  

Executive Principal   

Regional Director  
 

  
 
 
 

Director of Education Venessa Willms The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T: +44 20 3116 7192  
M: +44 (0)7958417703 
Venessa.Willms@arkonline.org 

Director of Secondary Jerry Collins The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T: +44 20 3116 7192  
M: +44 (0)79584177 
jerry.collins@arkonline.org 

Head of Safeguarding 
(Network DSL) 

Joycelyn Thompson The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T: +44 20 3116 7192  
M: +44 (0)7958417703 
Joycelyn.Thompson@arkonline.org 

Head of Schools People 
Business Partnering 

Claudette Wilson  The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T: +44 (0) 20 3116 6319 
Claudette.wilson@arkonline.org 

People Business Partner  The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T:  

Director of Pastoral and 
Inclusion 
(Central DDSL) 

Lyndsay Harris The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T:+44(0)20 3116 0700 
Lyndsay.harris@arkonline.org   

Director of External 

Relations 

Sarah Pearson The Yellow Building, 1 Nicholas Road, 
London W11 4AN 
T: +44 (0) 20 3116 0779 
Sarah.pearson@arkonline.org 

Designated Officer  
(LADO) 

 
 

 
 
 
 
 

Designated Safeguarding 
Lead 

  
 
 
 

Deputy Designated 
Safeguarding Lead 

  
 
 
 

mailto:Venessa.Willms@arkonline.org
mailto:Joycelyn.Thompson@arkonline.org
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