Nightingale Infant and Nursery School
Drayton Community Infant School
Safeguarding & Attendance Procedures
Written: September 2021
Review: September 2022
The Safeguarding Policy, incorporating child protection and the Attendance Policy are available on our Trust
website and is available on request from the school office. We also inform parents and carers about these
policies when their children join our schools and through our school newsletters and website.
The policy and our safeguarding procedures are provided to all staff (including temporary staff and
volunteers) at induction. In addition, all staff are provided with Part One and Appendix A of the statutory
guidance ‘Keeping Children Safe in Education’, DfE (2021).
These procedures will be reviewed annually by the Senior Leadership and Safeguarding teams.
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Roles & Responsibilities
DSL posters showing the names and photos of the staff are displayed around the school.
At least 1 DSL is always onsite. A daily record of who is in school is displayed on the board in the staffroom.
Role
Designated Safeguarding Lead
Deputy Designated Safeguarding Lead
School Safeguarding Teams (DSLs)

Safeguarding Trustee

Staff
Sarah Hutt (Acting Partnership Headteacher)
Lou Boyce (Deputy Headteacher)
Sarah Findlay (Deputy Headteacher)
Louise Cross (Parent Support Advisor – PSA)
Lyndy Lake (Parent Support Advisor – PSA)
Claire Hart (Senior Teacher)
Cat Loveridge (SENDCo)
Steph Arnold (Finance Officer)
Sue Brockhouse

Training & Induction
All staff, students, volunteers and temporary staff will receive an induction meeting with the Head of School or the
Deputy Headteacher. The process includes:
•
•
•
•
•
•
•

A copy provided of the Inclusive Schools Trust Safeguarding Policy, incorporating Child Protection
A copy provided of these guidelines
A copy provided of the school’s Behaviour Policy including Anti-Bullying
Completion of the induction paperwork for new staff and students which is kept on file
Access to all other relevant policies on the Trust and School website
For new staff, access to the online staff handbook documents
For students and volunteers, a copy of Student and Volunteer Guidelines

DSLs will:
•
•
•
•
•
•

Attend the full DSL 2-day training followed by the 1-day update training every 2 years.
Attend multi-agency training every 3 years.
Keep the DSL training record up to date with their training details, dates and renewals.
Be responsible for the communication with Finance Officer to book relevant training when it is close to
expiration.
Provide certificate to the office to keep on staff file and in the Safeguarding file.
Provide feedback and training to the DSL team on return of any training.

Procedures for Managing Concerns
Permanent Staff
•
•
•
•
•

All permanent staff will have a log in for CPOMS, our online recording system.
Staff should only use their own log ins when recording incidents.
Passwords for CPOMS or any other school account such as emails, should not be saved on any devices.
CPOMS should not be accessed on a mobile device such as a phone or tablet.
DSLs are required to have the CPOMS app on their personal devices to acquire the verification code when
logging in. Personal devices should only be used for this purpose and not for logging into the system.
All concerns should be recorded on CPOMS only. Anything noted down on paper from conversations or
phone calls must be placed in the shredding unit in the office.

CPOMS is used to log the following;
• Records of concern (Appendix 4)
• Conversations with parents regarding any school concerns
• Behaviour incidents
• Contact with external agencies
• Operation Encompass calls
Students, volunteers & temporary staff
•
•

•
•
•

If a child is in immediate danger or has any visible injury, a DSL should be spoken to immediately.
Paper copies of the ‘Recording Form for Safeguarding Concerns’ is available on the Safeguarding wall in the
staffroom, in the main school office and in the Head/Deputy office. They are printed on bright orange paper
(NIANS) or pink paper (DCIS). If you are unable to find them, please speak to a DSL or someone in the office
immediately. (Appendix 1)
When completing the form, ensure all sections are completed and the form is dated and signed.
Forms should be handed in person to a DSL as soon as they have been completed.
If there is an injury, a completed body map must be completed which can be found alongside the forms.

Recording and Information Sharing
•
•
•

•
•
•

All records of concern are recorded and stored on CPOMS. Records prior to the online system are stored in
the DSL filing cabinet in the Head of School’s office.
All school staff have a personal log in to CPOMS. This can be accessed from any computer but username and
passwords must not be saved.
All DSLs have additional security with use of the CPOMS identify app on their personal devices. These devices
must be used only for the purpose of identity conformation when logging on using a computer. CPOMS must
not be accessed on mobile devices.
All emails, paper copies from other professionals or record sheets used are scanned/uploaded to CPOMS and
then shredded/deleted.
All information sent via email will be sent securely using work emails only.
DSL meetings are held fortnightly for each school, with Partnership Staff attending both. Each meeting has a
prepopulated agenda with DSLs adding information in the form of Signs of Safety (What’s working well, what
are we worried about, Actions). All DSLs are expected to add to the agenda, read the notes and be up to date
with CPOMS entries prior to the meetings. After standard and general items are discussed, DSLs decide on
the actions required for each child which are recorded. All notes are cut and pasted into CPOMS for a record
and referred to at the beginning of each meeting to check actions have been actioned and discuss impact and
next steps. Minutes are kept in the DSL SharePoint and are not printed. (Appendix 5)

Operation Encompass
Drayton Community Infant School and Nightingale Infant and Nursery School are signed up to Operation Encompass
alongside many schools in both Norfolk and across the county.
Encompass has been set-up to help schools to provide support to children who have been present at incidents of
domestic abuse & violence. We know that children can be significantly physically or emotionally harmed when they
are involved in, present or witness to domestic violence.
The school will receive a confidential phone call or a secure email from Norfolk Children’s Advice and Duty Service
before 9am or as soon as possible after any domestic incident which Norfolk Police have recorded where a child at
their school has been involved in, present or witness to domestic violence.
Following a call, the identified staff will be able to provide overt or silent support as appropriate.
Overt support can include:
•
•
•
•

Physical needs – Food, Clothing, Equipment
1:1 support
Changes to school routine
Time out of lessons

Silent support can include:
•
•
•
•

Allowing a child to keep a comfort item
Relaxation spaces
Ensuring children know who they can talk to
Changing expectations

Curriculum
Safeguarding Curriculum Overview
Pupil safeguarding and the promotion of fundamental British values are a core element of our work at DCIS and NIANS.
Great importance is placed on identifying opportunities in the taught curriculum for children to learn about
safeguarding. Our broad curriculum gives pupils opportunities to experience life in all its diversity, to acquire knowledge,
understanding and skills that significantly impact on personal development, behaviour and welfare and equips every
child with the knowledge and skills required for personal safeguarding. Our PHSE curriculum covers all areas of
Safeguarding through each of the strands to a different degree, however some go into more detail. We are sensitive in
our teaching and recognise that some more sensitive subjects need to be taught at an age-appropriate level, or at a
small group or 1:1 level where a more urgent need arises.
We plan to constantly challenge children to think deeply about safeguarding matters and their own personal physical
and mental wellbeing. We value pupils’ questions and give them space for their own thoughts, ideas and concerns. We
give them opportunities across the curriculum to explore values, personal rights, responsibilities and equal
opportunities that develop moral concepts that impact positively on safeguarding, promote British values and prevent
radicalisation and extremism.
There are many opportunities throughout our Learning in school to explore safeguarding issues.
Practical safeguarding opportunities are planned into the curriculum. For example:
•
•
•
•
•
•
•

Road safety
PANTS rule- NSPCC
Fire awareness (including visits from the local fire service)
Visits to school from medical staff
Visitors from charities such as Barnados, NSPCC, the dogs trust to do focused projects
Online safety
“Stranger Danger”, being safe in the outdoors, what to do if??

•
•

What to do if you are separated from your group (in relation to school visits)
Safe use of technology including password security and privacy settings

We have developed an open and safe learning environment in which pupils express their views, seek help and help
others. The promotion of equality of opportunity and diversity, for pupils and staff, helps prevent any form of direct or
indirect discriminatory behaviour. Our children learn to not tolerate any prejudiced behaviour. Our behaviour policy
promotes making good choices and exhibiting good learning behaviours.
Class times are time for sharing ideas, addressing concerns and promoting important values.
Assembly time and circle times are used to promote personal safeguarding matters and explore themes. For example,
we talk about anti- bullying including cyber bullying and British values including how these values are promoted in our
multi – faith society.
Staff and children are quick to challenge stereotypes and the use of derogatory language in lessons and around school.
Our school reflects the diversity of pupils’ experiences and provides pupils with a comprehensive understanding of
people and communities beyond their immediate experience including the role of women in society and different family
groups including same sex couples. Throughout the curriculum there are planned opportunities to promote all forms of
equality and foster greater understanding of and respect for people off all faiths (and those with no faith), races,
genders, ages, disability, through their words, actions and in their influence.
Time is taken at the beginning of every new school year to reaffirm school values, expectations and rules for living and
learning at Drayton Community Infant School. This good start to the year, with everyone clear about their roles and
responsibilities, sets the tone for the rest of the year and leads to excellent safeguarding outcomes.
Parents in every phase of school are invited to an online safety (including use of mobile phone) workshop.

Trauma informed schools
We have two members of staff trained in trauma informed schools Louise Dobson and Penny Goodson. Trauma
informed schools aims to train our staff to:
•
•
•
•
•

•
•

Learn to relate to children and young people in ways that alleviate their suffering, support their learning and
make them feel cared for and appreciated
Know how to respond to children who are in distress/ stress states in ways that help them to emotionally
regulate, feel psychologically safe and develop the capacity to handle stress well over time
Learn how to relate with children in ways that enhance their self-esteem, confidence and feelings of
psychological safety.
Know how to listen and empathise when children want to talk about painful issues and help them reflect and
resolve
Develop an in-depth understanding of what it’s like for a child or teenager to suffer from specific mental
health problem (e.g. depression/ anxiety and feel confident in offering them accurate empathy,
understanding and key psycho-education without inferring meaning
Develop an in-depth understanding of the long-term impact of specific adverse childhood experiences and
how to enable the child or teenager to work through feelings of anger and traumatic loss.
Employ strategies for early intervention (early indicators of mental health difficulties) know limits of
competence and refer on to other agencies, when these are available.

ELSA and Building Block Therapy
At Drayton Community Infant School and Nightingale Infant and Nursery School we believe that all children are entitled
to a broad and balanced curriculum. We focus on the children’s strengths and support them to progress at their own
rates to achieve and perform to the best of their abilities.

We believe that in order for children to be successful learners we must support their social and emotional development
also.
Some children may need additional support outside of that already given in school. For example, in areas such as
recognising and understanding emotions and feelings, displaying empathy, self-esteem difficulties or perhaps to pick up
some tips about calming techniques or coping with making mistakes. This is where ELSA comes in. Other children may
need support with their speaking and listening skills, making relationships, confidence when communicating with others
or sharing. This is when Building Block Therapy may be used.

PSA
Our parent support advisors are: Louise Cross and Lyndy Lake.
Parents can contact them by calling the school office number (01603 860272/ 867976 ) Parents are likely to see them at
the school gates at drop off and collection time. They are always happy to chat and will fit parents in where they can. If
parents would like a longer conversation, parents can give them a ring to arrange a suitable time.
They can support and monitor children in school whilst helping parents to share and solve problems that everyday life
encounters.
The support mechanism they provide can come from education and health professionals, established specialist groups or
from the voluntary sector.

Attendance Procedures
Registers
•

Registers are completed using Pupil Asset by the class teacher.

NIANS
8.50am
9.00am
9.00-9.10am
9.10am
onwards
13.00

Doors open (8.45 for Nursery)
Doors locked – Register Taken
Children arriving at this time must come to the school office where they will be marked as late,
with the number of minutes recorded in the register.
Children arriving after this time will be marked as absent with the number of minutes late
recorded in the register.
Afternoon register taken

DCIS
8.45am
8.55am
9.00-9.10am
9.10am
onwards
13.00

Doors open
Doors locked – Register Taken
Children arriving at this time must come to the school office where they will be marked as late,
with the number of minutes recorded in the register.
Children arriving after this time will be marked as absent with the number of minutes late
recorded in the register.
Afternoon register taken

The school’s safeguarding response to children missing from education (absence procedures)
•

•

Parents and carers are expected to contact the school office on the first day of absence before 9.15am,
leaving a message if the office is not available to take the call. The child’s name should be given with a clear
reason as to why they are absent (the school cannot accept ‘unwell’). If there has been no contact from the
parent the school will send a text message asking the parent to make contact with the school immediately.
If the school has not received notification from the parent/carer following the text message the school office
will call all contact numbers (minimum of 2 contact numbers held for each child) to establish the reason for a
child’s absence.

•

•

Where contact cannot be made to establish reasons for absence, the school will make a home visit to ensure
the safety of the child. If the child is not seen while visiting the home and/or their welfare is of a concern, the
school will contact Children’s Services.
Absence is monitored by the Head and Deputies, with the support of the Parent Support Advisor. Attendance
concerns is a standard feature on the DSL meeting agenda.

Procedures for New Children/Children Transferring
•
•
•
•

Our Safeguarding and SEN record letter will be sent where a child has transferred to another setting. The
signed returns will be stored securely in the Safeguarding filing cabinets. (Appendix 3)
A DSL will call the previous school/setting prior to the child starting where appropriate.
All files for children leaving the school will be sent via CPOMS where the receiving school uses the system.
For schools who do not use CPOMS, files will be downloaded and sent securely via email or printed and
handed to a DSL, completing a transfer form and having the receiving school sign. These will be kept in the
Safeguarding filing cabinet.

COVID-19 – Procedures in the event of a partial/full school closure

Partial Closure/Child Isolating
•
•

DSLs will meet in the event of a partial closure/vulnerable child isolating to plan for appropriate measures.
Where a child is cause for concern, contact will be made at least weekly by telephone by a DSL.

Whole School Closure
•
•
•
•

DSL meetings will increase to weekly via Teams.
DSLs will meet to plan for appropriate measures for individuals.
DSLs will make contact with the family at least weekly.
DSLs will make contact with partnering schools at least fortnightly regarding siblings.

Appendix 1
NIANS
Recording Form for Safeguarding Concerns
(Visitors, Students, Volunteers or when the internet is not available)
Staff, volunteers and regular visitors are required to complete this form and pass it to a DSL if they have a
safeguarding concern about a child in our school.
Please pass to:

Sarah Hutt

Lou Boyce

Information Required
Full name of child
Date of birth
Class/tutor group/form group
Your name and position in the school
Nature of concern/disclosure
Please include where you were when the child made a
disclosure, what you saw, who else was there, what did the
child say or do and what you said.
[Ensure that if there is an injury this is recorded (size and
shape) and a body map is completed]
[Make it clear if you have a raised a concern about a similar
issue previously]

Time & date of incident:
Name and position of the person you passing this
information to?
Your Signature
Time and date form completed
Time form received by DSL
Action Taken by DSL
Referral made to Attendance Lead [yes/no, date
and time]
Referral made to police [yes/no, date and time]

Louise Cross

Enter Information Here

Claire Hart

Referral made to Just One Norfolk [yes/no, date
and time]
Referral made to CADS [yes/no, date and time]
Referral made to PSA [yes/no, date and time]
Referral made to Family Support [yes/no, date and
time]
Referral Made to Other Agency [yes/no, date and
time, name of organisation]
Parents Informed [yes/no, date and time]
Feedback given to pastoral team
[yes/no, date and time]
Feedback given to teacher
[yes/no, date and time]
Feedback given to child
[yes/no, date and time]
Feedback given to person who recorded disclosure
[yes/no, date and time]
Further Action Agreed
Full Name of DSL
Signature of DSL
Date of Signature

DCIS
Recording Form for Safeguarding Concerns
(Visitors, Students, Volunteers or when the internet is not available)

Staff, volunteers and regular visitors are required to complete this form and pass it to a DSL if they have a
safeguarding concern about a child in our school.
Please pass to:

Sarah Hutt

Sarah Findlay

Information Required
Full name of child
Date of birth
Class/tutor group/form group
Your name and position in the school
Nature of concern/disclosure
Please include where you were when the child made a
disclosure, what you saw, who else was there, what did the
child say or do and what you said.
[Ensure that if there is an injury this is recorded (size and
shape) and a body map is completed]
[Make it clear if you have a raised a concern about a similar
issue previously]

Time & date of incident:
Name and position of the person you passing this
information to?
Your Signature
Time and date form completed
Time form received by DSL
Action Taken by DSL
Referral made to Attendance Lead [yes/no, date
and time]
Referral made to police [yes/no, date and time]

Lyndy Lake

Enter Information Here

Natasha Maskell

Referral made to Just One Norfolk [yes/no, date
and time]
Referral made to CADS [yes/no, date and time]
Referral made to PSA [yes/no, date and time]
Referral made to Family Support [yes/no, date and
time]
Referral Made to Other Agency [yes/no, date and
time, name of organisation]
Parents Informed [yes/no, date and time]
Feedback given to pastoral team
[yes/no, date and time]
Feedback given to teacher
[yes/no, date and time]
Feedback given to child
[yes/no, date and time]
Feedback given to person who recorded disclosure
[yes/no, date and time]
Further Action Agreed
Full Name of DSL
Signature of DSL
Date of Signature

Body Map

Younger Child
Indicate clearly where the injury was seen and attach this to the referral form

Body Map

Older Child
Indicate clearly where the injury was seen and attach this to the referral form

Appendix 2

FAO Designated Safeguarding Lead
Date:

Dear Colleague,

Re: Child protection and SEN record information request – NAME

The child named above has enrolled at XXXXX. If you have Child Protection records and/or SEN records please would
you send them in a sealed envelope marked “Strictly Confidential” and for my attention. I would be grateful if you
would complete and return this form even if there are no protection or SEN records relating to this child.
If you have any particular concerns, I would be happy to discuss them with you over the telephone. I would be grateful
if you could complete and return the form within the next 10 working days. Thank you.

Yours faithfully,
XXX

XXXX
Designated Safeguarding Lead

Child Protection and SEN Record Information
Request

The following pupil from your school have enrolled at XXXXX
Name…………………………………………………………………………...
Date of birth…………………………………….
Please tick the appropriate box
Child protection records are enclosed
There are no child protection records
SEN records are enclosed
There are no SEN records

School……………………………………………………………………………………………………………
Signed…………………………………………………………………………………………………………..
Name…………………………………………………………………………………………………………….
Date………………………………………………………………………………………………………………

Please return to Nightingale Infant and Nursery School at the address above for the attention of XXXX

Appendix 3
Cpoms Tags – NAINS
Attendance

Behaviour

Contact with Children

Contact with External Agencies

Contact with Parents

CADS
COVID-19
To be used in the event of isolation, bubble closure or full
school closure

Medical Issues

Missed Appointment
Multi-Agency Meetings

Online Safety

Operation Encompass
Positive
Prejudice Related Incident

Record of Concern

Absence
CME (Child Missing in Education)
Fast Track
In School Support Plan
Legal Action
Letter/Meeting Parent
Punctuality
Behaviour Plan Implemented/Reviewed
Bullying
Fixed Term Exclusion
Permanent Exclusion
Physical to Adult
Physical to Child
Meeting with Parent
Unacceptable Behaviour
Contact with external agencies
Social Story
Wishes and Feelings
Email
Face to Face
Telephone
Text Message
Email
Face to Face
Telephone
Text Message
Early Help Referral
Telephone Consultation
Attended School
Communication via email
Communication via phone
Food/Resource Support
Home Visit
School Place Offered
Welfare Call
Illness
Medical Report
Medication
Child in Need
Child Protection Core Group
Child Protection Conference
FSP
LAC/PLAC/PEP
Cyberbullying
Inappropriate Content
Sexing
Recording when a call has been received (DSLs only)
Recording of positive behaviours, communications for children
of concern
Homophobic
Other
Racist
Alcohol/Substance Misuse

SEND

Step On

Domestic
Emotional
FGM
Neglect
Peer on Peer
Physical
Prevent
Sexual
EHCP Application
EHCP Review
External Assessment
Internal Assessment
Meeting with a parent
Recording when physical intervention has been used

Appendix 4

DSL Meetings – ACADEMIC YEAR

Date:

Present:

Generic Items
Item

Actions

Name of child: NAME
NOTES FROM DSL MEETING HELD ON DATE
Areas to be discussed (completed prior to meeting)
What’s working well?
What are we still worried about?
Actions

Staff responsible

