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1 Wherever the word “staff” is used, it covers ALL staff on site, including ancillary supply and self employed staff, 

contractors, volunteers working with children etc, and governors   
2 Guidance regarding CRB checks recently updated by the Protection of Freedoms Act 2012 
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3
 LADO Local Authority Designated Officer for allegations against staff. AEO Area Education Officer  

4 Contact the LADO for guidance in any case 
5 Check with your LA for local alternatives 
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6
 A model format for the Governors Annual Report is available from Governor Services and at 

www.surreycc.gov.uk/safeguardingchildren  
7 Guidance about sharing information, can be found in the DfE booklet ‘Information sharing guidance for practitioners and 

managers’ DCSF-00807-2008 (archived) 
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8 Refer to “Guidance for Safe Working Practice for the Protection of Children and Staff in Education Settings”  available on 

the DfE website 
9 or Chair of Governors in the event of an allegation against the Headteacher 
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 ‘Guidance on Safer Working Practices is available on the DfE website 
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Child 
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� �

Make a note;  

Keep all original 

hand written notes 

Serious incident or 

recurrent episodes or 

inconsistent explanations 

 

Consistent 

explanation or 

minor accident 

Disclosure or 

allegation of 

sexual abuse 

~ Avoid questioning the 

child    ~ Don’t promise 

confidentiality ~ Give 

reassurance 

Physical injury 

Neglect    

Emotional Abuse 

Record the date, time, observations, what was said, who was present. Use skin 

map to record visible injuries. NB. This is recorded by the first person the 

child spoke to as soon as possible after the event and no longer than 24 hours 

In an emergency 

call for medical 

assistance 

S

T

A

F

F 

C

P

L

O 

Allegation 

against staff 

member 

Refer to the 

CPLO as soon as 

practical  

If the CPLO isn’t 

available then 

contact: DHT 

CPLO or Governor 

will contact LADO 

on 01962 

876265/876255 Work with the 

family through 

the CAF process 

 Contact the CRT team at Hants 

Direct on 01329 225379.                 

Discuss the situation, await 

advice, Follow up with inter-

agency referral form within 24 

hours  

Monitor the 

situation  

CRT will refer to 

R&A if it is felt to be 

CP. R&A will make 

the judgement and 

communicate with the 

school 

CPLO to inform those that need to know in the school including the 

Head 

Prepare a confidential file and record details  

Receive feedback from R&A and work with the social worker if the 

case becomes open to a team.  

If the CPLO isn’t the 

Head then inform them. 

If allegation against 

Head then inform 

Chair of Govenors 

CPLO will list the background information: Name / Address / DOB / Siblings 

/ GP and any other information held. The CPLO will make a judgement about 

the situation and either:-  
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