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An information leaflet for 

volunteers and visitors to the 

school 

We are committed to promoting 

Health and Safety and 

Safeguarding at our school so 

please take a few minutes to read 

the information in this leaflet. 

 

 

 

 

 CAUSE FOR CONCERN  

If you have concerns about a child’s welfare: It 

may be that you have concerns about a child’s 

wellbeing, but they have not actually said any-

thing to you. You should always pass on your 

concerns to a Designated Safeguarding Lead. 

It is very important that you do not feel afraid 

about passing on your concerns. Any concerns, 

however seemingly trivial, should be passed 

on, to a Designated Safeguarding Lead.  

Guidance for recording information:  

You should record your concerns as soon as 

possible, including the following information: 

• The nature of your concern 

• The evidence that led to the concern 

• What the child said (if anything) 

• What you said or did (as a response)  

Your concern should be written down and 

handed to a Designated Safeguarding Lead. It 

may be that you have a concern which feels 

very vague; in this case please discuss it with a 

Designated Safeguarding Lead. It is very im-

portant to remember that all details of any 

concerns about a child should remain confi-

dential between you and the Designated Safe-

guarding Lead. 

  

 

 

 CONCERN ABOUT A STAFF MEMBER 

If you have any concerns about the behaviour 

of any adult in school, you should pass these 

concerns directly to the Headteacher. If the 

concern relates to the headteacher, it must be 

reported immediately to the Chair of Gover-

nors Brian Ridgway via the school office.     

Alternatively, concerns can be reported di-

rectly to the Local Authority Designated 

Officer (LADO) 

 

USEFUL CONTACT DETAILS  

•Designated Safeguarding Lead: 

Simon Fuller (Headteacher)  

•Deputy Designated Safeguarding 

Lead: Gregg Harrison (Assistant 

Headteacher) 

Prevent Single Point of Contact:  

Simon Fuller (Headteacher) 

 Designated Safeguarding  

Governor: Julie Meiner 



HEALTH AND SAFETY 

• Please sign in on arrival and collect your visi-

tors pass. You will also be asked for ID if you 

are new to the school  

. •Please wear the visitors pass at all times to 

avoid being challenged by staff or students.  

• Remain with your host at all times unless we 

confirm we have had prior DBS clearance for 

you.  

• Smoking including vapours and e-cigarettes 

are not permitted on/in any area of the school 

grounds/buildings.  

• On departure please sign out and return 

your pass to the school office.  

FIRE  

• If you hear the fire alarm sounding, which is 

a continuous, alternating tone, please make 

your way out of the building immediately fol-

lowing the green fire exit signs, and make your 

way to the fire assembly point  

• Do not re-enter the building again unless 

you are informed by a member of staff that it 

is safe to do so. ACCIDENTS/ILLNESS  

• Should you have an accident or feel unwell 

during your visit, please report to the office  

 

SAFEGUARDING CHILDREN 

Mobile phone use: mobile phones must not be 

used for videoing or taking photos. If you need to 

make a phone call, please check with the 

Headteacher or business manager.  

Safeguarding 

As a visitor to our school, either as a helper, supply 

teacher or someone who has come to work with 

our children in any other capacity, it is important 

that you are aware of our safeguarding procedures.  

There are four categories of abuse:  

• Physical abuse  

• Sexual abuse  

• Emotional abuse  

• Neglect  

There may be occasions when you have cause for 

concern for a child – perhaps about marks or bruis-

es you have noticed, their physical presentation, 

their behaviour, or something they have told you. 

All adults in school have a duty of care to children 

and such concerns MUST be reported immediately 

and in confidence to a designated safeguarding 

lead directly or you may contact the main office 

staff, who will contact the DSL for you. It is im-

portant to remember that it is not your responsibil-

ity to investigate suspected  cases of abuse, only to 

report them to a Designated Safeguarding Lead.  

 

DISCLOSURE OF ABUSE  

If approached by a child wanting to talk, you 

should listen positively and reassure the child. If 

you can, try to ensure a degree of privacy so oth-

ers are not listening) but this may not always be 

possible. Helping a child when abuse is disclosed:  

• Stay calm and controlled.  

• Do not communicate shock, anger or embar-

rassment.  

• Reassure the child. Say that you are pleased s/

he is speaking to you.  

• Do not make false promises ie that you will 

keep the abuse a secret  

. • Let the child know that it was not his/her fault  

. • Encourage the child to talk but do not ask 

“leading questions” or press for information  

. • Check that you have understood the child cor-

rectly.  

• Praise the child for telling you and say that s/he 

has a right to be safe and protected.  

• Do not tell the child that what s/he experienced 

is dirty, naughty or bad or  


