
KILGRASTON SCHOOL CHILD PROTECTION AND 
CONFIDENTIALITY POLICY 

 
RATIONALE 
This policy was agreed in order to: 

•   Fulfil the school’s responsibility under The Children and Young People 
(Scotland) Act 2014 which states ‘that all adults who have charge of the care of 
children have a responsibility to ensure that the children in their care are not 
harmed’.  

•   Fulfil the school’s responsibility under The Children and Young People 
(Scotland) Act 2014 for the provision of a Named Person Service. The Named 
Person for all pupils attending Kilgraston is the Headmistress Mrs Dorothy 
MacGinty.  

•   To create a safe environment in which children and young people’s rights are 
respected and their needs are met. 

•   To enable children and young people to get the help they need, when they need 
it, for as long as they need it and that their welfare is always paramount. 

•   To promote the ideal that child protection is everyone’s job and everyone’s 
responsibility. 

•   To create an environment where all children and young people are safe, healthy, 
achieving, nurtured, active, respected, responsible and included (SHANARRI). 

•   To support staff and make sure that they are able to respond appropriately to 
children and young people who have been harmed or are at risk of harm. 

•   To set up procedures to help staff avoid situations that could be construed as 
inappropriate. 

•   The policy also works in partnership with the school’s Anti-Bulling Policy and 
the ICT Safety Policy. 

•   This policy incorporates whistleblowing and confidentiality. 
 
 
POLICY STATEMENT 
 
Kilgraston School believes that it is always unacceptable for a child or young person to 
experience abuse of any kind and recognises its responsibility to safeguard the welfare 
of all children and young people, by a commitment to practices which protects them. 
It is the policy of the Board of Governors that the following guidance adheres to and is 
underpinned by a legislative and policy framework, further described in Appendix 1. 

 
 
We recognise that: 

•   The welfare of the child/young person is paramount. 
•   All children, regardless of age, disability, gender, racial heritage, religious 

belief, sexual orientation or identity, have the right to equal protection from all 
types of harm or abuse. 

•   Working in partnership with children, young people, their parents, guardians and 
carers is essential to promoting young people’s welfare. 

 
The purpose of the policy is: 

•   To provide protection for the children and young people who receive the 
services of Kilgraston School. 

•   To provide all staff and volunteers with guidance on procedures they should 
adopt in the event that they suspect a child or young person may be 
experiencing, or be at risk, of harm. 

This policy applies to all staff, including senior managers, the board of governors and 
the board of trustees, paid staff, volunteers and sessional workers, gap students or 
anyone working on behalf of Kilgraston School. 
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We will seek to safeguard children and young people by: 

•   Valuing, listening and respecting them. 
•   Adopting child protection guidelines through procedures described in this policy 

and a code of good practice for reporting concerns for staff and volunteers. 
•   Recruiting staff and volunteers safely, ensuring all necessary checks are made. 
•   Sharing information about child protection and good practice with children, 

parents, staff and volunteers. 
•   Sharing information about concerns with agencies that need to know and 

involving parents and children appropriately. 
•   Providing effective management for staff and volunteers through supervision, 

support and training. 
•   Recognising new and on going risks such as those posed by digital technology 

including photographing and videoing of children and young people and the 
misuse of social networking sites. (These are covered fully in the school’s ICT 
Policy). 

 
 
NATIONAL OVERVIEW 
 
Kilgraston has adopted GIRFEC protocols in keeping with the Scottish initiative; in 
summary this supports a STANDARD APPROACH TO RECORDING Causes for 
Concern, promotes early intervention and enhances inter-agency communication.  
We also recognise in this document paragraph 67 of The National Guidance for Child 
Protection in Scotland which states; 
“Paramount among these principles is that child protection must be seen within 
the wider context of supporting families and meeting children’s needs through 
GIRFEC (Getting It Right For Every Child)”.  
The school also follows the Prevent Duty Guidance: For Scotland with the duty ‘to 
prevent people from being drawn into terrorism’.  
 
 GIRFEC: 

•   Puts children’s needs first; 
•   Ensures that children are listened to and understand decisions that affect them; 

and ensures that they get the appropriate co-ordinated support needed to promote 
their well-being, health and development. 

 
GIRFEC requires that all services for children and young people – including social 
work, health, education, police, housing and third sector services – adapt and 
streamline their systems and practices so that, where necessary, they can work 
together better to support children and young people. This includes strengthening 
arrangements for information-sharing. The approach encourages earlier intervention 
by practitioners to avoid crisis situations at a later date and ensures that children and 
young people get the help they need when they need it. With its emphasis on shared 
assessment based on common language, it facilitates information-sharing and 
stresses the importance of understanding risks and needs across all aspects of the 
child’s well-being.” 
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KILGRASTON’S APPROACH TO SAFEGUARDING AND CHILD 
PROTECTION. 

 
Kilgraston is committed to reviewing our policy and good practice annually. 
 
PREVENTATIVE MEASURES 
 
All staff are given Child Protection Training on joining Kilgraston. This is updated and 
reviewed on an annual basis. Inset days include an update on latest guidelines. Records 
and registers are kept with the Child Protection Officer (CPO) to ensure all members of 
staff have been trained appropriately and regularly. 
 
The Headmistress, Head of Prep and CPO are all Level 4 Child Protection trained. The 
CPO has also undergone Perth and Kinross Child Protection ‘Trainers Training’. 
 
Kilgraston will make checks in line with the Scottish Government’s Protecting 
Vulnerable Groups Scheme (PVG Scheme) 2010. This applies to staff in all capacities 
in school including anyone coming into school on contract work. 
 
Staff have access to and are encouraged to read the following KEY SOURCES OF 
CHILD PROTECTION RELATED INFORMATION: 
 

•   SCIS guidelines 2011 on Child Protection. (Being updated for 2015).Hard 
copies are held in the staff office of both the senior and prep school. The CPO 
also has a hard copy. 

•   Kilgraston’s own Child Protection Guidelines: this document 
The Perth and Kinross Child Protection Website. 
www.pkc.gov.uk/child protection. 

 
•   Copies of all the above are located in the major policy folder, section A. 

 
 

 
Staff in each of the Residential Areas also have copies of: 
 

•   Framework for Standards for Professionals (Scottish Executive 2004) 
•   Protecting Children and Young Children and Young People – The Charter 

(Scottish Executive 2004) 
•   SSSC Code of Practice For Social Service Workers (SSSC 2005) 

 
There are web addresses attached to this document (appendix 1) which give further 
Child Protection information to all members of the Kilgraston community. 
 
 
Pupils if 16 and over, are legally adults and do not come under the Child Protection 
procedures. The Protection of Children (Scotland) Act 2003 however covers children up 
to the age of 18. Therefore, education staff in whatever capacity have a responsibility 
for the welfare and protection of all young people under 18 and must take action if 
abuse is suspected.  
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PROCEDURE 
 
 
It is appreciated that staff do not wish to lose the trust of those who confide in them, or 
set in motion procedures that may have far reaching and often unwanted consequences 
but they have a responsibility to pass on any relevant information if a child or young 
person is considered to be at risk. 
 
A Code of Good Practice for reporting concerns for staff 
 
What happens if…? 
 
If you suspect a child is being abused: 
 

•   Immediately tell the Child Protection Officer. 
•   Record the FACTS as you know them (hand written) using a copy of the 

GIRFEC Cause for Concern Form, copies of which can be found in the staff 
office and in staff shared/pastoral/policies and give a signed copy to the 
Child Protection Officer. (see Appendix 11) 

 
If a child or young person discloses to you abuse by someone else, or suspected abuse 
of a friend: 
 

•   Check that the child or young person is alright and if she needs medical 
attention. Ensure they are safe from harm. 

•   Remain calm, no matter how difficult it is to listen to the child. 
•   Listen to them and take them seriously. 
•   Reassure them they were right to tell you. 
•   Keep any questions to a minimum, for clarification purposes, never interrupt 

and avoid leading questions. 
•   Tell them what you are going to do next and tell them that you are going to 

have to speak to someone who can help. 
•   As soon as is practical write down everything that you have been told using 

the child/young person’s exact words if possible. 
•   Make a note of the date, time, place and people who were present. 
•   Act promptly and immediately, report your concerns to the CPO. Take a 

copy of your notes with you. 
 
If you receive an allegation about any adult or about yourself: 
 

•   Immediately tell the Child Protection Officer. 
•   Record the facts as you know them and pass on to the appropriate person. 
•   Try to ensure that no-one is placed in a position which could cause further 

compromise, i.e do not discuss with a colleague. 
•   See Allegations of Abuse by Staff (page 7) for reporting the CPC or 

Principal. 
 
You must refer, you must not investigate. 
 
Once the CPO has received the referral: 

•   All cases of alleged or suspected abuse must and will be taken seriously. 
Some may require an urgent response. 

•   If the CPO is certain, or has good reason to suspect or believe that a child 
has been abused, requires protection or is at risk of significant harm then the 
following must be contacted immediately: 

Perth and Kinross Child Protection Duty Team – (24hours) 01738476768. 
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In cases where the issues are not so clear or so urgent the following procedure can be 
followed in order to focus and test the strength of the concern; 

•   The CPC will collate all relevant information that the school has on the 
child/young person and complete the Cause For Concern/Child 
Protection Form, sign and date it and include the decision to make or not 
make a formal child protection referral to the P&K duty team. Referrals 
should be made in every case where there is substantial suspicion.  

 
It is not the school’s role to investigate allegations or suspicions, but to gather what 
information it has about the child/young person and pass it on to the Child Protection 
Duty Team. 
 
If there is doubt about whether to refer, Perth and Kinross Child Protection Duty Team 
are always happy to give advise. They will recommend how to proceed with any initial 
investigation. Following initial screening by them a variety of actions may be taken. 
See the attached flow charts Appendix 2   . 
 
Signs and Definitions of Abuse 
 
A guide to supporting staff in recognising abuse. 
See attached guidance Appendix 3. 
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CONFIDENTIALITY and CONSENT 
 
STAFF MUST NEVER GIVE AN ABSOLUTE GUARANTEE OF 
CONFIDENTIALITY TO EITHER A CHILD OR AN ADULT. 
 
 
STAFF CONFIDENTIALLITY FOR KILGRASTON  
 
The policy of the school is to work in partnership with parents in order to promote the 
welfare of children. The school also aims to build up relationships of trust with children.  
Children and parents should feel able to raise with the school, concerns about safety and 
welfare in the knowledge that these will be dealt with sensitively. 
 
 
IMPLEMENTATION 
 
Because of the sensitivity of these issues, the school will operate on the presumption 
that anything imparted in confidence will be treated in confidence.  This is subject to 
two qualifications: 
 

1.   Anything imparted ‘in confidence’ to one member of staff or person approached 
as an associate of the school, may be shared with a colleague if that person feels 
in need of support and guidance from them. 

 
2.   If serious concerns are raised about the safety or welfare of a child, the person 

approached may be obliged, in terms of the school’s child protection procedures, 
to pass the information on to a Child Protection Officer for consideration as to 
whether it should be shared with the appropriate authorities. In these 
circumstances, the person approached would not, except in an emergency, 
breach the confidence without letting the person seeking assistance know that 
he/she intended doing so.      

 
The school must, of course, pass on information when legally obliged to do so, for 
example, by a court of law. 
 
Children must also feel able to share concerns with staff.  Problems may arise when a 
child consults a member of staff about a problem and does not want that information to 
be shared with parents.  Whilst staff will try to encourage children to share information 
with parents where that is appropriate, there may be circumstances in which any 
pressure to pass the information on could result in the child keeping the problem to him 
or herself or not sharing concerns in the future. 
 
 
The following is the statement that the school issues to pupils.  Parents should be 
reassured that it is the aim of the school always to act in the best interests of the child 
and to encourage the fullest possible involvement and consultation with parents. 
 
Confidentiality Statement for Children and Young People 
 

•   If you have something important to talk to staff about, 
•   If you are worried about things that are happening to you, 
•   If you need help or if you need to know how to seek help, the staff are 

there to listen and to help - they will try to do what they can. 
If you are worried about confidentiality, tell the staff - they will understand; 
they may be concerned about your safety and may need to share this with 
others, but they would tell you first. 
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•   if you are still unsure about talking to a member of staff, you can phone 
Childline on 0800 1111; the call is free and will not show up on your 
phone bill. Childline will help you work out what to do next. (this 
statement also appears in the school diary).  

•   Other useful contacts are Perth and Kinross Child Protection Team; 
01738 476768. You can also ask to speak to the school’s independent 
listener, Wendy Brown.  

 
 
 
INFORMATION SHARING BY THE CPO 
 
The safety, welfare and well-being of a child are of central importance when 
making decisions to lawfully share information with or about them. 

•   Children have a right to express their views and have them taken into account 
when decisions are made about what should happen to them. 

•   The reasons why information needs to be shared and particular actions taken 
should be communicated openly and honestly with children and, where 
appropriate, their families. 

•   In general, information will normally only be shared with the consent of the 
child (depending on age and maturity). However, where there are concerns that 
seeking consent would increase the risk to a child or others or prejudice any 
subsequent investigation; information may need to be shared without consent. 

•   At all times, information shared should be relevant, necessary and proportionate 
to the circumstances of the child, and limited to those who need to know. 

•   When gathering information about possible risks to a child, information should 
be sought from all relevant sources, including services that may be involved 
with other family members. Relevant historical information should also be taken 
into account. 

•   When information is shared, a record should be made of when it was shared, 
with whom, for what purpose, in what form and whether it was disclosed with or 
without informed consent. Similarly, any decision not to share information 
should also be recorded. 

 
(National Guidance For Child Protection in Scotland) 
 
For more guidance on information sharing see appendix 4; Information Sharing in Child 
Protection: General Principals. 
Appendix 5 Information Sharing in Child Protection: Policy Principals. 
Appendix 6 Information Sharing Flowchart 
Appendix 7 Information Commissioners Office guidance on Information Sharing in 
Respect of Children and Young People. 
 
 
The Board of Governors will receive an annual report in the Spring Term of each 
academic year detailing child protection training, policy review and referrals made in 
the previous 12 months. This will not identify an individual child or young person. 
 
A template of the report is appended to this policy. (Appendix 10). 
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Allegations of Abuse against Staff  
 
Any information, allegation, suggestion or complaint made against any member of staff 
in whatever capacity about possible child abuse must be taken seriously and reported as 
soon as possible to the CPO, or the Principal. In the case of the CPO being suspected 
the incident should be reported to the Principal. In the case of the Principal being 
suspected the incident should be reported to the CPO who will then contact the 
Safeguarding Governor. 
 
Establishing the Facts - Support For the Pupil 
 
The priority of Kilgraston is to safeguard the child or young person in our care. Any 
pupil or young person that has been abused will be fully supported by the school. The 
CPO will consider how best to support and monitor the pupil concerned through any 
process of investigation, liaising closely with parents and or guardians, Perth and 
Kinross Child Protection team and or any other agencies involved to identify the 
support strategies that will be appropriate. The CPO will also initiate a wellbeing review 
and assessment of risk to record the process of investigation and the follow up. 
(Appendix 8). A care plan may also be drawn up. (Appendix 9) 
 
Establishing the Facts - Where the Information Suggests Possible Child Abuse 
 
Any allegation of abuse involving a member of staff will be taken very seriously. Where 
it is clear that the initial information suggests a criminal offence then the CPO should 
initiate child protection procedures and P&K CPT should be informed. Kilgraston’s 
disciplinary procedures should also be invoked and if deemed necessary the police 
asked to investigate. 
If the position is unclear, the CPO and the Principal should establish the facts using 
open non-leading questions. The member of staff concerned should be informed 
honestly about the allegations and advice given to him or her to contact their trade union 
or professional body for advice and support. 
Where there is reasonable cause to suspect or believe that a child is at risk of being 
abused, has suffered actual abuse or has been groomed by any member of staff, the 
same procedures should be followed as for other allegations or suspicions of abuse. If 
there is any doubt the CPC or Principal should take advise from appropriate agencies. 
 
Suspension 
 
Suspension of a member of staff may be done for a variety of reasons and does not 
necessarily imply that judgement has been made about his or her conduct. Before a 
suspension is made it will be discussed with the Principal and the Safeguarding 
Governor and the school’s Disciplinary Policy and Procedure will be adhered to. We 
will always consider whether an alternative to suspension might be appropriate 
depending on the circumstances. 
 
Informing parents 
 
Initially the child or young person’s parents will be informed in confidence and will be 
asked to maintain confidentiality whilst the investigation takes place. If the allegation 
involves the parents P&K CPT will be contacted in the first instance. 
Where the member of staff has had contact with a number of children/young people 
considerations will have to be given to the possibility that others have been abused. In 
the event of inquiries from other parents, they should be informed that an allegation of 
possible abuse is being investigated but no further details can be given out at that time. 
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Should the allegations be eventually proven, parents should be informed of the facts and 
of the actions taken by the school. No information should be given out without first 
clearing it with the investigating officer (police). Contents of any public communication 
should first be discussed and agreed by the Principal, Safeguarding Governor and 
Chairmen of the Board of Governors. 
 
Establishing the Facts – Unfounded Allegations 
 
Any information suggesting inappropriate behaviour or an allegation of abuse against a 
member of staff should be tested for the basis of fact. Basic facts should be established, 
not investigated. 
If the conclusion, after consideration, is that the allegation is completely unfounded, the 
decision to take the mater no further should be recorded, together with the reasons for it. 
The information will be placed in a confidential file. The member of staff against whom 
the allegation has been made should be notified of this by the Principal. 
Any member of staff who is subject of an unfounded allegation should receive an 
account of the circumstances from the Principal with a confirmatory letter indicating 
that the matter has not been substantiated and will go no further. The member of staff 
concerned would be informed of any disciplinary action to be taken against the child. 
 
Informing Parents 
 
Initially parents of the child concerned should be told that information has come to light 
that may suggest an allegation of inappropriate behaviour and that it is/has been 
investigated. If the allegation is completely unfounded and or is proven to be a 
malicious allegation by the pupil, parents will be invited in to discuss disciplinary 
action. 
 
 
Anonymous Allegations 
 
If faced with an anonymous allegation of child abuse which names both a member of 
staff and a child or young person, it will be handled in exactly the same way as if the 
identity of the person making the allegation was known. Where the allegation names the 
staff member but not the child or young person the Principal or CPO will interview the 
member of staff and ask for his or her version of events. It may be appropriate to 
establish a mentoring or review programme, or to provide him/her with further training. 
A record of proceedings would be kept on the individual’s personal file. 
 
 
WHISTLEBLOWING 
 
Kilgraston requires any member of its community to report to the Principal or to the 
Board of Governors via the appointed ‘Safeguarding’ Governor ( Ms Lorna Ogilvie) 
any concern or allegation about school practices or the behaviour of colleagues which is 
likely to put pupils at risk of serious abuse or harm within the terms of the school’s 
Whistleblowing Policy . The school will provide as far as possible, immunity from 
retribution or disciplinary action against any such staff for whistleblowing. If any 
allegation leads to investigation by outside agencies, the school will advise the member 
of staff who reported the concern about their rights under the Data Protection Act 1998. 
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RESTRAINT 
 
Kilgraston follows the guidelines laid down in The Scottish Executive guidance on 
restraint ‘Holding Safely’  
(The Regulation of Care (Requirements as to Care Services (Scotland) Regulations 
2002. Regulation 4(1)(c) reads ‘the person for the time being providing the care service 
must….ensure that no service user is subject to restraint unless it is the only practicable 
means of securing the welfare of them or any other service user, and there are 
exceptional circumstances’.) 
 

•   The staff who are restraining the child must be appropriately trained and have 
the required skill and judgement. 

•   The restraint must be limited to the act of holding the child for the shortest 
necessary time. 

 
Colleagues should, where possible, be summoned to witness and assist if necessary. 
 
 
 
STAFF GUIDANCE ON INTERACTION WITH PUPILS 
 
The current climate of suspicion with regard to child abuse poses a real dilemma for 
caring adults. This is true of all schools but especially so in boarding situations where 
schools take pride in fostering a family atmosphere. In order to protect young people 
and adults the natural inclination to comfort and reassure children and young people 
through physical contact needs a considered assessment of the situation.  
 
This does not mean that physical contact is never permissible.  It does mean that adults 
touching children and young people must operate within understood limits and the 
contact out with those limits must be a considered response which can be justified if 
necessary. Where those limits lie will vary according to the age of the child and the role 
of the member of staff. 
 
One would expect the need and desirability of such contact with older pupils to be 
considerably less, although even in these circumstances situations could arise in which 
it would be natural for pupils and staff to grieve together and touching would be neither 
unusual nor undesirable, so long as permission had been sought and granted.  
 
It is impossible to lay down rigid rules about what is not permissible. Common sense is 
a good guide, but it must be informed common sense. It is important for caring adults to 
understand that too-generous limits which can be operated satisfactorily by some can be 
exploited by others. 
 
The simplest advise would be to try as far as possible to avoid being alone with a child 
or young person but this can be both difficult and impractical. Where one-to-one 
interaction does happen, it should be arranged sensibly, with others, where possible 
within earshot and or vision. It is good practice for the member of staff to sit in view of 
others during such meetings. 
 
If the meeting with a pupil has the potential to be contentious or open up vulnerabilities 
it is advisable that a second adult is present. 
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CHILD PROTECTION – STAFF CODE OF CONDUCT 
 

•   Treat everyone with respect. 
•   Provide an example you wish others to follow. 
•   Empower children and young people to feel comfortable and confident to point 

out to you attitudes and behaviour they do not like. 
•   Take care when alone with pupils, be aware of potential problems and, if 

possible, keep a door open. 
•   Respect a young person’s right to privacy. 
•   Provide access for children and young people to talk to others about any 

concerns they may have. 
•   Do recognise that caution is required even in sensitive moments of counselling, 

such as dealing with bullying, bereavement or abuse. 
•   Do not allow abusive peer activities (ridiculing, bullying etc.) 
•   Avoid any physical horseplay with a child or young person, or any other actions 

another adult might misinterpret, no matter how innocent or well intentioned 
those actions might be. 

•   If another member of staff is seen to behave inappropriately with a child or 
young person you must share it with the school’s Child Protection Officer 
immediately. 

•   If you suspect a child is becoming inappropriately attracted to you, you are 
strongly advised to share your concerns with the Child Protection Officer. 

•   Do not jump to conclusions about others without checking the facts. 
•   Do not show favouritism to any individual. 
•   Do no exaggerate or trivialise child-abuse issues. Be measured in your response 

and remain objective.  
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APPENDIX 1 
 
Legislative and Policy Context 
 
Key legislative framework 
 

•   The Children (Scotland) Act 2014 
•   The Human Rights Act 1998 
•   The Data Protection Act 
•   The Age of Legal Capacity (Scotland) Act 

 
 
Key Policy Framework – Copies available on request from the school’s CPO. 
 

•   Perth and Kinross Child Protection Committee Practitioner’s Guide to 
Information Sharing, Confidentiality and Consent. 

•   National Guidance for Child Protection in Scotland 2010  
•   Protecting Children and Young people: a framework for Standards (Scottish 

Executive 2004) 
•   Getting It Right For Every Child 
•   Scottish Government GIRFEC Programme Broad Letter of Advice 2013 –

Information Sharing. 
 
Web Addresses 

•   Child Exploitation and online protection Centre (CEOP) http://ceop.policeuk/ 
•   Protection of vulnerable groups(PVG) (Scotland) Act 2007 

http://www.scotland.gov.uk/Topics/People/young-people/children-
families/pvglegislation  

•   Safe and well Scottish Executive 2005 www.scotland.gov.uk/Publications  
•   Scottish Government www.scotland.gov.uk/Home  
•   The convention on the Rights of the Child (UN Convention)1989 

http://www.unicef,org/crc/text/htm  
•   GIRFEC www.scotland.gov.uk/gettingitright  
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Appendix 2 

 
 
Initial Screening in Response to Child Care and/or Protection concerns 
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Appendix 3 
 
Signs and Definitions of Abuse 
 
Physical Abuse 

•   Physical Abuse is the causing of physical harm to a child or young person. 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning or suffocating. 

•   Physical harm may also be caused when a parent or carer feigns the symptoms 
of, or deliberately causes, ill health to a child they are looking after. 

 
Signs of Physical Abuse. 

•   An injury strikes you as odd. 
•   A child is injured repeatedly. 
•   A parent delays seeking treatment. 
•   A parent or child gives unconvincing or inconsistent explanations about an 

injury. 
 
Emotional Abuse 

•   Emotional abuse is a persistent emotional neglect or ill treatment that has severe 
and persistent adverse effects on a child’s emotional development. 

 
Signs of Emotional Abuse 

•   Humiliating or criticising a child. 
•   Disciplining a child with degrading punishments. 
•   Not recognising a child’s own individuality and limitations, like pushing them to 

hard, or being to controlling. 
•   Exposing a child to distressing events or interactions like domestic abuse or 

substance misuse. 
•   Failing to promote a child’s social development, such as not allowing then to 

have friends. 
•   Persistently ignoring a child, being absent, never expressing positive feelings 

towards a child, or never showing any emotions in interactions with a child. 
 
Neglect 

•   Neglect is the persistent failure to meet a child’s basic physical and/or 
psychological needs, likely to result in the serious impairment of the child’s 
health or development. 

•   Neglect may also result in the child being diagnosed as suffering from ’non-
organic failure to thrive’. 

 
Signs of Neglect 

•   Children who are frequently smelly or dirty. 
•   Children who regularly have dirty or unwashed clothes. 
•   Children who are often hungry. 
•   Children who are consistently not given breakfast or turn up to school with no 

money for lunch. 
•   Missing school. 
•   Missing medical and health appointments. 

 
Sexual Abuse 

•   Sexual abuse is any act that involves the child in any activity for the sexual 
gratification of another person. 
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Signs of Sexual Abuse 

•   Suddenly starts to behave differently. 
•   Thinks badly or does not look after him or herself. 
•   Displays sexually inappropriate behaviour, including use of sexual language and 

sexual information which you would not expect them to know. 
•   Has physical symptoms of sexual abuse – these can include anal or vaginal 

soreness or an unusual discharge and pregnancy. 
•   Avoids being alone with a particular family member. 
•   Fears an adult or is reluctant to socialise with them. 
•    Tries to tell you about abuse indirectly, through hints or clues. 
•   Describes behaviour by an adult that suggests they are being ‘groomed’ for 

future use. 
 
Specific Circumstances. 
Indicators of Risk 

•   Domestic abuse. 
•   Parental substance abuse. 
•   Children affected by disability. 
•   Non engaging families. 
•   Children affected by parental mental health. 
•   Children who are carers. 
•   Looked after and accommodated children.  
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Appendix 4 
 
 
Information-sharing for child protection: general principles 

•   The safety, welfare and well-being of a child are of central importance when 
making decisions to lawfully share information with or about them. 

•   Children have a right to express their views and have them taken into account 
when decisions are made about what should happen to them. 

•   The reasons why information needs to be shared and particular actions taken 
should be communicated openly and honestly with children and, where 
appropriate, their families. 

•   In general, information will normally only be shared with the consent of the 
child (depending on age and maturity). However, where there are concerns that 
seeking consent would increase the risk to a child or others or prejudice any 
subsequent investigation, information may need to be shared without consent. 

•   At all times, information shared should be relevant, necessary and proportionate 
to the circumstances of the child, and limited to those who need to know. 

•   When gathering information about possible risks to a child, information should 
be sought from all relevant sources, including services that may be involved 
with other family members. Relevant historical information should also be taken 
into account. 

•   When information is shared, a record should be made of when it was shared, 
with whom, for what purpose, in what form and whether it was disclosed with or 
without informed consent. Similarly, any decision not to share information 
should also be recorded. 

•   Agencies should provide clear guidance for practitioners on sharing information. 
This should include advice on sharing information about adults who may pose a 
risk to children, dealing with disputes over information sharing and clear 
policies on whistle-blowing. 
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Appendix 5 
 
Information Sharing in Child Protection: Policy Principals 
 

 
 
 
 
 
 
 
 
 

Protecting Children and Young People: Framework for Standards1  

Published on 2004, the Framework for Standards translates key messages from the Children's Charter into child 
protection practice for all practitioners, services and/or agencies, by providing eight high level generic practice 
statements, all supported by additional narrative/text. Standard 4 relates directly to Information Sharing, 
Confidentiality and Consent.  
Agencies2 and professionals3 share information about children where it is necessary to protect them  
 
1. Professionals discuss any concerns and relevant information about a child or their circumstances with those other 
professionals or agencies with statutory responsibilities for the protection of children when it is in the child’s best 
interests to do so;  
 
 
2. The needs of each child are the primary consideration when professionals decide how best to share information. 
All decisions and reasons for them are recorded;  
 
 
3. Agencies actively manage and support the sharing of information recognising that confidentiality does not prevent 
sharing information where a child is in need of protection;  
 
 
4. Professionals ensure that parents and children are made aware of, and check it is understood, what information:  
 
• agencies hold;  
• how it is stored;  
• with whom it may be shared; and  
• under what circumstances information may be shared with others without their consent;  
 
5. Professionals identify what information each child and their parents are content to share freely;  
 
 
6. Professionals take account of each child and their parent’s views when deciding when to share information 
without their consent and can provide reasons and explain to them when they have shared information without 
consent; and  
 
 
7. Agencies and professionals store information securely.  
 
 
1 Protecting Children and Young People: Framework for Standards (Scottish Executive 2004)  
2 For the purposes of this guidance, Agencies - is widely defined and interpreted as meaning all services and agencies across the 
public, private and third/voluntary sectors.  
3 For the purposes of this guidance, Professionals is widely defined and interpreted as meaning all practitioners, paid or unpaid, 
working directly with or occasionally with children, young people and their families.   
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Appendix 7 
 

 
 
28 March 2013  
Information Sharing Between Services in Respect of Children and 
Young People  
The Information Commissioner’s Office (ICO) is contacted regularly by 
practitioners seeking advice and guidance on whether they can share 
professional concerns about their clients/patients and, if so, what level of 
information may be shared. Often, the Data Protection Act 1998 (the 
Act) is viewed as preventing such sharing and it can be fear of non-
compliance that becomes a barrier, even though there may be a concern 
about a child’s or young person’s wellbeing. While it is acknowledged 
that practitioners need to be sure their actions comply with all legal and 
professional obligations, fear that sharing genuine concerns about a 
child’s or young person’s wellbeing will breach the Act is misplaced. 
Rather, the Act promotes lawful and proportionate information sharing, 
while also protecting the right of the individual to have their personal 
information fairly processed.  
Most practitioners are confident about appropriate and necessary sharing 
where there is a child protection risk. The problem can be where the 
circumstances do not yet reach the child protection trigger yet 
professional concerns exist, albeit at a lower level. Getting It Right For 
Every Child (GIRFEC) introduced eight indicators of wellbeing: safe, 
healthy, achieving, nurtured, active, respected, responsible and included 
(SHANARRI). In many cases, a risk to wellbeing can be a strong 
indication that the child or young person could be at risk of harm if the 
immediate matter is not addressed. As GIRFEC is about early 
intervention and prevention it is very likely that information may need to 
be shared before a situation reaches crisis. In the GIRFEC approach, a 
child’s Named Person may have concerns about the child’s wellbeing, or 
other individuals or agencies may have concerns that they wish to share 
with the Named Person. While it is important to protect the rights of 
individuals, it is equally important to ensure that children are protected 
from risk of harm.  
Where a practitioner believes, in their professional opinion, that 
there is risk to a child or young person that may lead to harm, 
proportionate sharing of information is unlikely to constitute a 
breach of the Act in such circumstances.  
The Act requires that an individual’s data be processed fairly and lawfully 
and that specific conditions/justifications for processing are met. The Act 
provides  
 
 
 
 
 
 
19. 



several conditions/justifications for processing, only the first of which 
rely on consent and, where required, it should be fully informed and 
freely given. However, the issue of obtaining consent can be difficult and 
it should only be sought when the individual has real choice over the 
matter. Where circumstances exist such that consent may not be 
appropriate, for example where an assessment under the SHANARRI 
principles raises concerns, the Act provides conditions to allow sharing of 
this information, such as ‘for the exercise of any other functions of a 
public nature exercised in the public interest by any person’ or ‘ in the 
legitimate interests of the data controller or the third party to whom the 
data are disclosed so long as it is not prejudicial to the child’, and 
procedures should be clear about those circumstances which may 
necessitate processing without consent.  
It is vital that data controllers put appropriate and relevant protocols in 
place and that they are conveyed to practitioners to provide them with a 
support mechanism for the decision making process. It is also vital that 
a recording process is included in the protocol so that the decision – 
including the rationale behind making it – is formally recorded. Such 
protocols will assist in providing confidence to practitioners in the event 
the decision is challenged.  
It is very important that the practitioner uses all available 
information before they decide whether or not to share. 
Experience, professional instinct and other available information 
will all help with the decision making process as will anonymised 
discussions with colleagues about the case. If there is any doubt 
about the wellbeing of the child and the decision is to share, the 
Data Protection Act should not be viewed as a barrier to 
proportionate sharing.  
Dr Ken Macdonald  
Assistant Commissioner Scotland & Northern Ireland  
Information Commissioner’s Office 
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Appendix 8 
 

KILGRASTON SCHOOL WELLBEING REVIEW  
including ASSESSMENT OF RISK 

Name of student:       House:  
HPS/Lead professional:  
Agencies/individuals with whom concerns should be shared:  
Dates:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Seven indicators 
of well-being 
have been 
identified as 
areas in which 
children and 
young people 
need to progress 
in order to do 
well, now and in 
the future.   
Please complete 
the following SHANARRI based review and risk assessment, in sufficient detail to 
inform the development of a Kilgraston internal child/young person’s Wellbeing 
Action Plan.   
IS THIS YOUNG 
PERSON 

SPECIFIC CONCERNS 

 
SAFE 

 

 
HEALTHY 

 

ACHIEVING  
NURTURED  
 
ACTIVE  
RESPECTED  
 
RESPONSIBLE 

 

 
INCLUDED 
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The Five Questions 
GIRFEC states that, at each stage of an intervention, practitioners should ask 
themselves the following questions: 
1. What is getting in the way of this child or young person’s well-being? 
2. Do I have all the information I need to help this child or young person? 
3. What can I do now to help this child or young person? 
4. What can my agency (the School) do to help this child or young person? 
5. What additional help, if any, may be needed from others?  
Each section of the form below can be expanded as required. 
Analysis prompted by the Five Questions 

 
 

 
 
 
 
CASE CONFERENCE MINUTES                 

1.   DATES:  
 
 
 

ACTION PLAN 
DESIRED OUTCOMES ACTION 
 
 

 

 
Further concerns since 
RA written 

Actions to be considered at next review 

  
 
 

   
 
REVIEW DATE:   
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Appendix 9 Young Person/Child Care Plan Template 

 
KILGRASTON 

CHILD/YOUNG PERSON CARE PLAN  
Name of student:  
 
Date of Birth:  
 
Address and parental/guardian contact details 
 
Key people involved 
 
Responsibilities of key people involved 
 
Lead Professional and named practitioners (as applicable) 
 
How are all the health and development needs being addressed? Include any 
additional needs and unmet need. 

 
How are all educational needs being met? Include any additional needs and unmet 
needs. 
 

 
Pupil’s world-including extended family, friends, school and social activities. 
 
 
Pupils views including what they would like to improve. 
 
                                                                                  
ACTIONS (who is expected to take any tasks forward including actions for 
parents/guardians/pupil if necessary) 
 
 
Agreed outcomes for pupil:  
 
 
Monitoring process:  
 
 
Review date: January 2014 
 
Contingency plans (if necessary) 
 
Signed and dated 
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CHILD CONCERN CHRONOLOGY 

Prep School 
 

Child’s Name  Date of Birth  
 
Date Incident/concern/event Staff 

involved in 
report 

Action Taken 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

    
 
 
 

Concerns Reviewed; 
date and initials      
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Appendix  10  Annual  Report  to  Governors  Template.  
  
NAME  OF  SCHOOL:  Kilgraston  
  
Annual  Report  to  Governing  Body  on  Safeguarding  Children  –  Date:    
  
This  report  is  for  the  period  …  ….  to  .......  
  
N.B.  Details  of  this  information  are  confidential  –  names  and  specific  
circumstances  cannot  be  discussed.  
  
Author:  G  McFadden  
  
Name  of  Designated  Senior  Person:    G  McFadden  
Deputy  Designated  Officer:  D  Mac  Ginty,P  Stott     
Name  of  Nominated  Governor  (if  applicable):   L  Ogilvie  
  
Summary  of  Safeguarding  Training  
•   Designated  senior  persons  must  undertake  training  consistent  with  local  

Safeguarding  Board  guidelines.    Training  must  be  updated  every  two  years.  
•   Teaching  and  other  staff  should  have  training  updated  every  3  years.  
  

Staff   Number  
Date  of  
most  
recent    

Provider   Training  
Due   Provider  

Designated  
Officer(s)   1              

D.D.O   2              
Nominated  
Governor   1              

Governing  Body   -              
Teaching  Staff   all              
Teaching  
Assistants   all              

Administrative  staff   all              
Care  taking  &  
cleaning   all              

Technicians   all              
Volunteers   all              
All  teaching  staff   all              
Bus  drivers   all              
                 
Names  of  those  who  have  successfully  undertaken  training  in  Safer  Recruitment:  
Mrs  Dorothy  MacGinty.  
Additional  training  undertaken  by  Designated  Senior  Person  (eg  Local  
Safeguarding  courses):  
GMF  has  undertaken  safeguarding  trainers  course  with  LA  in  2013/2015  
Report  on  induction  of  new  staff  in  safeguarding  policy  and  procedures  
  

Staff   Numbers  
Safeguarding  
Induction  given  

Y/N  
Training  Due  

Teachers           
Governors           
Support           
25.  
  
  



  
Policies  and  other  documents  relating  to  safeguarding  
  

Policies  and/or  procedures  for  
Safeguarding   Comment   Most  recent  

reviewed  
Next  
review  
date  

Anti-bullying           
Behaviour  and  Discipline             
Child  Protection           
Drugs  and  Illegal  Substance  
Misuse           

Equal  Opportunities           
First  Aid  (including  management  of  
medical  conditions,  intimate  care)           

Guardianship           
Health  &  Safety  (including  school  
security)           

Management  of  allegations  against  
staff        

  Missing  Pupil           
PSHE  curriculum           
Racial  Equality        
Recruitment  and  selection        
Safeguarding  statement  in  school  
prospectus           

Sex  Health  Education           
Staff  Handbook  –  guidance  on  
conduct           

Traumatic  Incident        
Use  of  photographs/video        
Whistle  blowing        
Internet  and  mobile  phone  safety        
  
Number  of  referrals  made:  
  
Categories:  
  

   Number   No.  Case  
conferences  

No.  
attended  

No.  reports  
submitted  

Physical              
Sexual              
Emotional              
Neglect              
  
Number  of  pupils  who  have/have  had  a  child  protection  plan  in  the  last  year:
     
  
Number  of  Looked  After  Children:                   
     
  
Number  of  allegations  made  against  staff:              
     
Other  Comments  on  safeguarding  issues  and  actions  to  be  taken:  
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Appendix 11 Cause for Concern  
 
 

KILGRASTON 
 

CAUSE FOR CONCERN FORM 
 

Part  1  –  to  be  completed  by  the  person  who  has  the  concern.    The  purpose  
of  this  form  is  to  note  well-being  concerns  for  a  child/young  person  and  to  
initiate  action  if  required  
  

•   If  you  have  doubts  as  to  whether  this  is  a  child-well  being  or  child  
protection  concern,  you  should  take  advice  from  the  child  protection  
officer    

  
•   This  form  should  be  handwritten  and  signed  and  dated  in  writing  on  the  
day.  

  
•   It  should  be  kept  in  a  secure  place,  separate  from  other  Educational  
records  in  line  with  data  protection  requirements.  Keep  a  copy  for  your  
own  records  and  pass  original  to  Head  of  Pastoral  Care  

  
CHILD/YOUNG  PERSON’S  DETAILS  
  
NAME    
DOB    
CLASS    
ADDRESS/CONTACTS  
  
PERSON  RECORDING  CONCERN  
  
NAME    
ROLE    
  

1.   Was  this  concern  shared  with  child/young  person’s  carer?  
  

YES     NO  
EXPLAIN  IF  NOT    

  
2.   Did  child/young  person  express  view  on  this  matter?  

  
YES     NO  
EXPLAIN  IF  YES  
  
  
  

3.   INFORMATION/SUMMARY  OF  CONCERN  
  
  
  
  
  
  

4.   Please  tick  any  relevant  boxes  on  Well-Being  indicator  Wheel  regarding  
your  concerns.  
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5.   Does  the  concern  involve  any  of  the  following  risk  factors?  
  

RISK  FACTOR   YES   NO  
Domestic  Abuse        
Parental  Alcohol  Misuse        
Parental  Drug  abuse        
Non-Engaging  Family        
Child  affected  by  Parental  Mental  Health  problems        
Child  placing  themselves  at  risk        
Sexual  abuse        
Child  Exploitation        
Physical  abuse        
Emotional  abuse        
Physical  neglect        
OTHER  –  please  specify  
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IF  YES  TO  ANY  OF  THE  ABOVE  BOXES  PLEASE  PASS  TO  CHILD  
PROTECTION  OFFICER  AS  SOON  AS  POSSIBLE  AND  ON  SAME  WORKING  
DAY.  
  
SIGNED  
  
  

NAME  
  
  
  

ROLE  
  
  

DATE  
  
  

  
  
  
  
Part  2  –  to  be  completed  by  the  CHILD  PROTECTION  OFFICER  
  
  

1.   Have  there  been  previous  well-being  concerns?  
  

o   No  
o   Yes    
  

DETAILS  
  
  
  
  
    

2.   Did  the  current  concern  involve  any  of  the  risk  factors?  
  

o   No  
o   Yes    
  

DETAILS  
  
  
  
  
  

3.   Have  there  been  previous  concerns  involving  any  of  the  risk  
factors?  
  

o   No  
o   Yes    
  

DETAILS  
  
  
  
  
  

4.   Is  the  child  currently  on  the  Child  Protection  Register?  
  

o   No  
o   Yes    
  

If  yes,  the  concern  should  be  referred  on  the  day  to  the  allocated  social  
worker  or  their  senior.  
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5.   What  action  is  being  taken  today  in  relation  to  this  concern  (s)?  
  
Please  tick:  

  
o   Continue  to  monitor  
  

o   Call  a  child’s  planning  meeting  
  

o   Discussion  with  Lead  professional  (eg.  Social  worker)  
  

o   Other  –  please  explain  
  

o   Initiate  Child  Protection  procedures  
  

  
PLEASE  REMEMBER  THAT  IF  THIS  IS  A  NEW  CHILD  PROTECTION  REFERRAL,  PLEASE  
OPEN  UP  A  SEPARATE  CHILD  PROTECTION  FILE  AND  CHRONOLOGY.      
  
PLEASE  NOTE  THIS  CONCERN  IN  THE  CHILD’S  CHRONOLOGY  AS  WELL  AS  DETAILS  OF  
ACTION  TAKEN.  
  
IF  YOU  HAVE  ANY  DOUBT  AS  TO  WHETHER  YOU  HAVE  A  WELL-BEING  OR  CHILD-
PROTECTION  CONCERN,  TAKE  ADVICE  FROM  SOCIAL  SERVICES  
  
  
SIGNED  
  

NAME  
  
  

ROLE   DATE  
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