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Important contacts 

ROLE NAME CONTACT DETAILS 

Designated safeguarding lead 
(DSL) 

Leena Pacquette lpacquette@lyonpark.brent.sch.uk 

Deputy DSLs 

Sean Moran 

Preesha Lachani 

Charlotte Colgan 

Lena Gallagher  

smoran@lyonpark.brent.sch.uk 

plachani@lyonpark.brent.sch.uk 

ccolgan@lyonpark.brent.sch.uk 

lgallagher@lyonpark.brent 

Headteacher Talwinder Bhambra tbhambra@lyonpark.brent.sch.uk 

Local authority designated 
officer (LADO) 

Yvonne Prince Yvonne.Prince@brent.gov.uk 

Chair of governors 

Steve Taylor  

vicarsteve@gmail.com  
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1. Scope and definitions 
This addendum applies during the period of phased return following school closure due to COVID-19. It reflects 
updated advice from the government and the LA and still reflects Keeping Children Safe in Education 2019.  

It sets out changes to our normal child protection policy in light of the Department for Education’s guidance 
Coronavirus: safeguarding in schools, colleges and other providers, and should be read in conjunction with that policy. 

Unless covered here, our normal child protection policy continues to apply.  

The Department for Education’s definition of ‘vulnerable children’ includes those who: 

 Are assessed as being in need, including children: 

• With a child protection plan 

• With a child in need plan  

• Looked after by the local authority 

 Have an education, health and care (EHC) plan 

 Have been assessed as otherwise vulnerable by educational providers or LAs, for example those who are:  

• On the edge of receiving support from children’s social care services 

• Adopted  

• At risk of becoming NEET (‘not in employment, education or training’) 

• Living in temporary accommodation  

• Young carers  

• Considered vulnerable by the school and LA’s discretion  

2. Core safeguarding principles  
We will still have regard to the statutory safeguarding guidance, Keeping Children Safe in Education.  

Although we are operating in a different way to normal, we are still following these important safeguarding principles: 

• The best interests of children must come first 

• If anyone has a safeguarding concern about any child, they should continue to act on it immediately 

• A designated safeguarding lead (DSL) or deputy should be available at all times (see section 4 for details of our 
arrangements) 

• It’s essential that unsuitable people don’t enter the school workforce or gain access to children 

• Children should continue to be protected when they are online 

3. Reporting concerns 
All staff and volunteers must continue to act on any concerns they have about a child immediately. It is still vitally 
important to do this, both for children continuing to attend or returning to school and those at home. Should any 
information of a safeguarding nature come to the attention of any staff member whilst working remotely, staff must 
contact the DSL or deputy DSLs and report their concern and complete safeguarding concern sheet.  

As a reminder, all staff should continue to work with and support children’s social workers, where they have one, to 
help protect vulnerable children. 

4. DSL (and deputy) arrangements 
We aim to have a trained DSL or deputy DSL on site wherever possible. Details of all important contacts are listed in 
the ‘Important contacts’ section at the start of this addendum. We aim to will always be a member of SLT on site to 
deal with safeguarding concerns. If all SLT is offsite, the DSL or deputy DSLs will be contactable by phone. Staff will be 
updated regarding which members of SLT are on site. We will ensure that DSLs (and deputies), wherever their location, 
know who the most vulnerable children in our school are. 

On occasions where there is no DSL or deputy on site, a senior leader will take responsibility for co-ordinating 
safeguarding.  

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


The senior leader will be responsible for liaising with the off-site DSL (or deputy) to make sure they (the senior leader) 
can: 

• Identify the most vulnerable children in school 

• Update and manage access to child protection files, where necessary 

• Liaise with children’s social workers where they need access to children in need and/or to carry out statutory 
assessments 

 

5. Working with other agencies 
We will continue to work with children’s social care and with virtual school heads for looked-after and previously 
looked-after children. 

We will continue to update this addendum where necessary, to reflect any updated guidance from: 

• Government guidance, local authority, social services and SENAS. 

• We have been informing the local authority regarding the attendance and non-attendance of pupils with EHC 
plans. The DSL is in regular contact with social workers to ensure the support of families on a multi-agency 
plan. 

• SLT have been making welfare call for deemed as vulnerable by the government and to families identified by 
the school as needing additional support.   

• The SENDCO has been liaising with SENAS regarding pupils with special educational needs and working closely 
with families by continuing to hold remote annual reviews, submit evidence for Education Health Care plans 
for pupils who meet the threshold and work closely with families. 

6. Monitoring attendance 

We will resume taking our attendance register. We will also continue to submit the Department for Education’s daily 
online attendance form, until no longer asked to do so. 
Where any child we expect to attend school doesn’t attend, or stops attending, we will: 

• Contact the parents/carers to establish the reason for non-attendance.  

• Families for whom the school have not made contact have been referred to the Education Welfare Officer (EWO). 

• Notify their social worker, where they have one. 

We will make arrangements with parents and carers to make sure we have up-to-date emergency contact details 
through our newsletters, website messages and social distanced conversations at school.   

7. Peer-on-peer abuse 
We will continue to follow the principles set out in part 5 of Keeping Children Safe in Education when managing reports 
and supporting victims of peer-on-peer abuse. 
Staff should continue to act on any concerns they have immediately – about both children attending school and those 
at home. 
They will alert the DSL or deputy DSLs and they will carry out an investigation in person or via telephone or ZOOM 
conversations and make a referral to services if needs be.  

8. Concerns about a staff member or volunteer 
We will continue to follow the principles set out in part 4 of Keeping Children Safe in Education.  
Staff should continue to act on any concerns they have immediately – whether those concerns are about 
staff/volunteers working on site or remotely. We will continue to refer all cases of an allegation against a professional 
to the LADO. The investigations will be carried out via telephone or ZOOM conversations if the child/staff member is 
not present on site.  
We will continue to refer adults who have harmed or pose a risk of harm to a child or vulnerable adult to the Disclosure 
and Barring Service (DBS). 
We will continue to refer potential cases of teacher misconduct to the Teaching Regulation Agency. We will do this 
using the email address Misconduct.Teacher@education.gov.uk for the duration of the COVID-19 period, in line with 
government guidance. 

mailto:Misconduct.Teacher@education.gov.uk


9. Contact plans 
We have a contact document for children with a social worker, and other children who we have safeguarding concerns 
about, for circumstances where: 

• They won’t be attending school (for example where the school, parent/carer and social worker, if relevant, have 
decided together that this wouldn’t be in the child’s best interests); or 

• They would usually attend but have to self-isolate 

• Each child has an individual section, which sets out the safeguarding measures.  

• These families will be contacted on weekly basis and in exceptional circumstances fortnightly. 

• The DSL will liaises with the social workers to have regular updates on conversations with the family and door step 
visits.  

• Families that are deemed vulnerable due to lack of food that are not in receipt of FSM will be supported to apply 
and food parcels provided.  

If we cannot make contact with a family for a period of time, the DSL will in the first instance liaise with the named 
social worker. If this is not possible, the DSL will contact Family Front Door to raise our concern. In the case of 
immediate danger the staff member will call 999.  

10. Safeguarding all children 
Staff and volunteers are aware that this difficult time potentially puts all children at greater risk. 
Staff and volunteers will continue to be alert to any signs of abuse, or effects on pupils’ mental health that are also 
safeguarding concerns, and act on concerns immediately in line with the procedures set out in section 3 above.  

10.1 Children returning to school  

The DSL (or deputy) will do all they reasonably can to find out from parents and carers whether there have been any 
changes regarding welfare, health and wellbeing that they should be aware of before the child returns.  

Staff and volunteers will be alert to any new safeguarding concerns as they see pupils in person.  

10.2 Children at home  

The school will maintain contact with children who are not yet returning to school. Staff will try to speak directly to 
children at home to help identify any concerns. They will use school phones and devices to make calls home. Or, if 
necessary they will use personal phones but they will withhold their personal number. 
Staff and volunteers will look out for signs like: 

• No contact from children or families 

• Not presenting as they normally would during any calls.  

11. Online safety 

11.1 In school 

We will continue to have appropriate filtering and monitoring systems in place in school. 

If IT staff are working remotely, they will be alerted to the issues so that they can remotely resolve the issues identified.   

11.2 Outside school 

Staff will continue to be alert to signs that a child may be at risk of harm online, and act on any concerns immediately, 
following our reporting procedures as set out in section 3 of this addendum. 

We will make sure children know how to report any concerns they have back to our school, and signpost them to other 
sources of support too. 

11.3 Working with parents and carers 

We will make sure parents and carers: 

• Are aware of the potential risks to children online and the importance of staying safe online 



• Know what our school is asking children to do online, including what sites they will be using and who they will be 
interacting with from our school 

• Are aware that they should only use reputable online companies or tutors if they wish to supplement the remote 
teaching and resources our school provides 

• Know where else they can go for support to keep their children safe online as outlined on the school website.  

 

12. Mental health 

12.1 Children returning to school 

Staff and volunteers will be aware of the possible effects that this period may have had on pupils’ mental health. They 
will look out for behavioural signs, including pupils being fearful, withdrawn, aggressive, oppositional or excessively 
clingy, to help identify where support may be needed. The necessary referrals will be made and support triggered for 
the children.  

12.2 Children at home 

Where possible, we will continue to offer our current support for pupil mental health for all pupils through our 
curriculum offer. We will sign post parent/carers to agencies within the local area and as outlined by the local 
authority.  

When setting expectations for pupils learning remotely and not attending school, teachers will bear in mind the 
potential impact of the current situation on both children’s and adults’ mental health. We will also signpost all pupils, 
parents/carers and staff to other resources to support good mental health at this time.13. Staff recruitment 

13.1 Recruiting new staff and volunteers 

We continue to recognise the importance of robust safer recruitment procedures, so that adults and volunteers who 
work in our school are safe to work with children.  

We will continue to follow our safer recruitment procedures, and part 3 of Keeping Children Safe in Education. 

In urgent cases, when validating proof of identity documents to apply for a DBS check, we will initially accept 
verification of scanned documents via online video link, rather than being in physical possession of the original 
documents. This approach is in line with revised guidance from the DBS. New staff must still present the original 
documents when they first the interview process at our school. 

Similarly, temporary measures allow right to work checks to be carried out by verifying scanned documents on a video 
call. If we need to take this approach, we will follow Home Office and Immigration Enforcement guidance. 

We will continue to do our usual checks on new volunteers, and do risk assessments to decide whether volunteers 
who aren’t in regulated activity should have an enhanced DBS check, in accordance with paragraphs 167-172 of 
Keeping Children Safe in Education. 

 
14. Safeguarding induction and training 
We will make sure staff and volunteers are aware of changes to our procedures and local arrangements. 

14.1 staff induction 

New staff and volunteers will continue to receive: 

• A safeguarding induction 

• A copy of our children protection policy (and this addendum) 

• Keeping Children Safe in Education part 1 

14.2 DSL training 

The DSL (and deputy) may not be able to take part in training during this period. If this is the case, the DSL (and deputy) 
will continue to be classed as a trained DSL (or deputy) even if they miss their refresher training.  

https://www.gov.uk/government/news/covid-19-changes-to-dbs-id-checking-guidelines
https://www.gov.uk/guidance/coronavirus-covid-19-right-to-work-checks


The DSL (and deputy) will do what they reasonably can to keep up to date with safeguarding developments, such as 
via safeguarding partners, newsletters and professional advice groups.  

15. Keeping records of who’s on site 
We will keep a record of which staff and volunteers are on site each day, and that appropriate checks have been 
carried out for them. 

We will continue to keep our single central record up to date. We will use the single central record to log: 

• Everyone working or volunteering in our school each day, including staff ‘on loan’ 

• Details of any risk assessments carried out on staff and volunteers on loan from elsewhere 

16. Children attending other settings 
Where children are temporarily required to attend another setting, we will make sure the receiving school is provided 
with any relevant welfare and child protection information. 
Wherever possible, our DSL (or deputy) and/or special educational needs co-ordinator (SENCO) will share, as 
applicable: 

 The reason(s) why the child is considered vulnerable and any arrangements in place to support them 

 The child’s EHC plan, child in need plan, child protection plan or personal education plan 

 Details of the child’s social worker 

 Details of the virtual school head 

Where the DSL, deputy or SENCO can’t share this information, the senior leader(s) identified in section 4 will do this. 

We will share this information before the child arrives as far as is possible, and otherwise as soon as possible 
afterwards. 

17. Monitoring arrangements 
This policy will be reviewed as guidance from the 3 local safeguarding partners, the LA or Department for Education is 
updated, and as a minimum every 3-4 weeks] by Leena Pacquette (Designated Safeguarding Lead).  At every review, 
it will be approved by the full governing board. 

18. Links with other policies 
This policy links to the following policies and procedures: 

• Safeguarding policy 

• Staff code of conduct 

• IT acceptable use policy 

• Health and safety policy 

• Online safety policy 

• Behaviour addendum & Behaviour & Anti-Bullying Policy 

• Lyon Park COVID 19 risk assessment  

 

 
 
 
 
 
 
 
 
 
 



 

APPENDIX 5: STAFF CODE OF CONDUCT 

 

The Department for Education (DfE) published new statutory safeguarding guidance in April 2014. It 

states, in paragraph 30, that schools must have a staff behaviour policy or code of conduct. This should 

be provided to all staff, together with the school's child protection policy. 

 

Paragraph 10, on page 5 of the guidance, says: 

All staff members should be aware of systems within their school or college which support safeguarding 

and these should be explained to them as part of staff induction. This includes ... the school's or 

college's staff behaviour policy (sometimes called a code of conduct).  

 

INTRODUCTION  

As an employer, the Governing Body is required to set out a Code of Conduct for all school employees.  

All staff employed under Teachers’ Terms and Conditions of Employment have a statutory obligation 

to adhere to the ‘Teachers’ Standards 2012’ and in relation to this policy, Part 2 of the Teachers’ 

Standards - Personal and Professional Conduct.  

 

PURPOSE, SCOPE AND PRINCIPLES  

A Code of Conduct is designed to give clear guidance on the standards of behaviour all school staff are 

expected to observe, and the school should notify staff of this code and the expectations therein. 

School staff are in a unique position of influence and must adhere to behaviour that models the highest 

possible standards for all the pupils within the school. As a member of a school community, each 

employee has an individual responsibility to maintain their reputation and the reputation of the school, 

whether inside or outside working hours.  

 

SETTING AN EXAMPLE  

2.1 All staff who work in schools set examples of behaviour and conduct, which can be copied by 

pupils/students. Staff must therefore avoid using inappropriate or offensive language at all times.  

2.2 All staff must, therefore, demonstrate the highest standards of conduct in order to encourage our 

pupils/students to do the same.  

2.3 All staff must also avoid putting themselves at risk of allegations of abusive or unprofessional 

conduct.  

2.4 This Code helps all staff to understand what behaviour is and is not acceptable.  

 

SAFEGUARDING PUPILS/STUDENTS  

3.1 Staff have a duty to safeguard pupils/students from:  

• physical abuse  

• sexual abuse  

• emotional abuse  

• neglect  

3.2 The duty to safeguard pupils/students includes the duty to report concerns about a pupil/student 

to the school’s Designated Named Person for Child Protection.  

3.3 The school’s Designated Named Person are listed on the school’s Child Protection Procedure 

Flowchart.  

3.4 Staff are provided with personal copies of the school’s Child Protection Policy and Whistleblowing 

Procedure and staff must be familiar with these documents. Copies of these are available in the office.  

3.5 Staff must not demean or undermine pupils, their parents or carers, or colleagues.  

3.6 Staff must take the upmost care of pupils/students under their supervision with the aim of 

ensuring their safety and welfare.  



3.7 Staff must not use their mobile phone as a camera in school. Any photograph/video must be taken 

using school equipment. Staff must only save images on school equipment. Any use of technology must 

be compliant with the school’s ICT Acceptable User Policy. 

3.8 Staff who are in contact with pupils should not use their mobile phones in school during their 

directed hours / paid hours of employment. Outside of these times, mobile phones should only be used 

in areas of the school where pupils are not present.  

Staff may be required to make welfare calls to families during this period of COVID-19. Staff are 

expected to use the school telephone to make these calls where it is practicable to do so. When it is 

not practical, staff are advised to follow GDPR rules and hide their number before making the welfare 

calls.  

 

PUPIL/STUDENT DEVELOPMENT  

4.1 Staff must comply with school policies and procedures that support the well-being and development 

of pupils/students.  

4.2 Staff must co-operate and collaborate with colleagues and with external agencies where necessary 

to support the development of pupils/students.  

4.3 Staff must follow reasonable instructions that support the development of pupils/students.  

 

HONESTY AND INTEGRITY  

5.1 Staff must maintain the highest standards of honesty and integrity in their work. This includes the 

handling and claiming of money and the use of school property and facilities.  

5.2 All staff must comply with the Bribery Act 2010. A person may be guilty of an offence of bribery 

under this act if they offer, promise or give financial advantage or other advantage to someone; or if 

they request, agree or accept, or receive a bribe from another person. If you believe that a person has 

failed to comply with the Bribery Act, you should refer to the Whistleblowing procedure for schools.  

5.3 Gifts from suppliers or associates of the school must be declared to the Headteacher, or to the 

Chair of Governors if the Headteacher is the recipient, with the exception of “one off” token gifts 

from students or parents. Personal gifts from individual members of staff to students are 

inappropriate and could be misinterpreted.  

 

CONDUCT OUTSIDE WORK  

6.1 Staff must not engage in conduct outside work which could seriously damage the reputation and 

standing of the school or the employee’s own reputation or the reputation of other members of the 

school community. Any such conduct could lead to dismissal.  

6.2 In particular, criminal offences that involve violence or possession or use of illegal drugs or sexual 

misconduct are likely to be regarded as unacceptable and could lead to dismissal.  

6.3 Staff must exercise caution when using information technology and be aware of the risks to 

themselves and others. Staff must not use personal social media as a means of communicating with 

pupils. 

6.4 Staff must not engage in inappropriate use of social network sites, which may bring themselves, 

the school, school community or employer into disrepute.  

6.5 Staff must only use their school email account or school Virtual Learning Platform account when 

communicating electronically with pupils, parents and colleagues.  

6.6 Staff may undertake work outside school, either paid or voluntary, provided that it does not 

conflict with the interests of the school and is not to a level which may contravene the working time 

regulations or affect an individual's work performance.  

6.7 All members of staff must declare any business interests outside of school that may be connected 

either to the supply of goods / services to the school or be rewarded through association with the 

school.  

 



 

CONFIDENTIALITY  

7.1 Where staff have access to confidential information about pupils/students or their parents or 

carers, staff must not reveal such information except to those colleagues who have a professional role 

in relation to the pupil/student.  

7.2 All staff are likely at some point to witness actions which need to be confidential. For example, 

where a pupil/student is bullied by another pupil/student (or by a member of staff), this needs to be 

reported and dealt with in accordance with the appropriate school procedure. It must not be discussed 

outside the school, including with the pupil’s/student’s parent or carer, nor with colleagues in the school 

except with a senior member of staff with the appropriate role and authority to deal with the matter.  

7.3 However, staff have an obligation to share with their line manager or the school’s Designated Senior 

Person any information which gives rise to concern about the safety or welfare of a pupil/student. 

Staff must never promise a pupil/student that they will not act on information that they are told by 

the pupil/student.  

 

DISCIPLINARY ACTION  

8.1 All staff need to recognise that failure to meet these standards of behaviour and conduct may 

result in disciplinary action, including dismissal.  

 

The principles guiding our professional behaviour and attitude towards our pupils are to: 

• Have high expectations in all areas; 

• Maintain a positive attitude and model expected behaviour at all times; 

• Commit to a child-centred approach to learning and a child-friendly environment; 

• Create confident secure learners who are able to take risks without worrying about ‘mistakes’ and 

are able to enjoy learning; 

• Show a commitment to lifelong learning; 

• Provide a challenging, stimulating learning environment, which includes and engages all pupils; 

• Provide opportunities for pupils to develop as responsible citizens; 

• Respect and value each child as an individual and acknowledge that their needs will be different; 

• Treat every child fairly and with dignity; build self-esteem;  

• Recognise and understand children’s cultural background and show awareness of the range of 

differences in their experiences; 

• Value children’s rights; listen to them and help every child to ‘have a voice’;    

• Maintain confidentiality; share information on a ‘need to know’ basis; 

• Ensure every child matters, show care and concern; be patient; exercise our legal duty of care in 

all matters; 

• Safeguard pupils well-being. 

 

The principles guiding our behaviour and attitudes towards colleagues are to: 

• Respect and value each colleague as an individual and acknowledge that their needs will be different; 

• Treat every member of staff fairly and with dignity;  

• Build self-esteem;  

• Understand the roles and responsibilities of colleagues; 

• Respect and value each other;  

• Build trust and maintain integrity in relationships; 

• Share experience and expertise – go that extra mile to be helpful; 

• Be a united community; celebrate achievements; support and comfort each other; empathise 

• Understand the need for confidentiality and keep it when necessary; 

• Engage in well-being activities which will help team building; show a commitment to teamwork; 

• Listen to others ideas and be open to them; 



• Have a clear understanding of each other’s roles and responsibilities; 

• Recognise and understand each other’s cultural backgrounds; 

• Communicate effectively and openly with each other; be critical but considerate friends; 

• Separate the ‘personal’ from the ‘professional’; resolve problems ‘at source’ whenever possible; 

• Maintain high standards in own attendance and punctuality. 

• Adhere to the measures in the Lyon Park risk assessment to keep the whole school community safe 

and stop the spread of COVID-19. 

 

The principles guiding our behaviour and attitudes to our own professional development are to:   

• Work as a team and share best practice;  

• Take personal responsibility for self-evaluation and self-improvement; 

• Keep up to date with new initiatives and pedagogical developments; 

• Be proactive and maintain a ‘healthy’ career drive, for the benefit of self and others;  

• Balance own CPD needs with the requirements of the SDP; 

• See the whole school as a ‘learning community for everyone; never give up – learning is lifelong; 

• Put new skills into practice and allow time to show impact and progression. 

 

The principles guiding our behaviour and attitudes towards other professionals, volunteers, 

students and governors are to: 

• Recognise that the school needs the support of other professionals from within the school 

community and from external agencies; 

• Co-operate fully; be efficient and reasonable in our demands and expect this to be reciprocated;  

• Respect and value opinions and guidance; be open-minded to ideas and work towards a shared 

understanding of school improvement;   

• Be warm and welcoming to visitors; offer hospitality and be punctual for appointments; 

• Accept governors and other professionals, volunteers and students as part of the same community; 

• Maintain confidentiality and integrity; 

• Ensure good, two-way communication; voice questions and make your views known; 

• Ensure that information is accessible and share it (within the parameters of the school’s policy). 

 

The principles guiding our behaviour and attitudes towards parents and carers are to: 

• Respect parents cultural background and show awareness of the range of differences in their 

experiences; welcome them and make them feel a valued part of the school community; 

• Value parent’s knowledge and understanding of their own children; acknowledge them as their child’s 

‘first educators; 

• Communicate school’s expectations, ethos, guidelines, policies and day to day issues as they arise; 

create opportunities for parents to make their views known and to involve them in school decision 

making;  

• Encourage parents to participate in their children’s learning and to support the aims of the school; 

ensure that they have an accurate view of their child’s progress; expect parents to reciprocate by 

sharing information about their child; 

• Guide parents to support services for themselves and their children. 

 

The principles guiding our behaviour to our local community are to: 

• Build and maintain community links; forge and develop relationships and working partnerships 

• Continue to work to make transitions as smooth as possible;   

• Recognise and understand the diverse nature of our community; 

• Begin to develop the school as a resource for the local community;  

• Foster a sense of belonging to the local community by being proactive in participating in local events 

and building a bridge between the local community and the curriculum; 



• Celebrate the achievements of our pupils in the community. 
 


