
ANNEXES TO SAFEGUEARDING AND CHILD PROTECTION POLICY  

 
 

 
ANNEX A - TYPES OF ABUSE AND POSSIBLE SIGNS OF ABUSE 
 
The following information about types of abuse is taken from “Keeping Children Safe 

in Education” (DFE 2015) 

Abuse 
 
“A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting 
harm, or by failing to act to prevent harm. They may be abused by an adult or adults or 
another child or children.“ 

Physical Abuse  
 
“A form of abuse which may involve hitting, shaking, throwing, poisoning, burning or 
scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical 
harm may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child. “ 

Sexual Abuse 

“Involves forcing or enticing a child or young person to take part in sexual activities, not 
necessarily involving a high level of violence, whether or not the child is aware of what is 
happening. The activities may involve physical contact, including assault by penetration 
(for example rape or oral sex) or non-penetrative acts such as masturbation, kissing, 
rubbing and touching outside of clothing. They may also include non-contact activities, 
such as involving children in looking at, or in the production of, sexual images, watching 
sexual activities, encouraging children to behave in sexually inappropriate ways, or 
grooming a child in preparation for abuse (including via the internet). Sexual abuse is not 
solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can 
other children. “ 

Emotional/Psychological Abuse 

“The persistent emotional maltreatment of a child such as to cause severe and adverse 
effects on the child‟s emotional development. It may involve conveying to a child that 
they are worthless or unloved, inadequate, or valued only insofar as they meet the 
needs of another person. It may include not giving the child opportunities to express 
their views, deliberately silencing them or „making fun‟ of what they say or how they 
communicate. It may feature age or developmentally inappropriate expectations being 
imposed on children. These may include interactions that are beyond a child‟s 
developmental capability as well as overprotection and limitation of exploration and 
learning, or preventing the child participating in normal social interaction. It may involve 
seeing or hearing the ill-treatment of another. It may involve serious bullying (including 
cyberbullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. Some level of emotional abuse is involved in all 
types of maltreatment of a child, although it may occur alone.”  



All abuse involves some emotional ill treatment: this category should be used where 

it is the main or sole form of abuse.  

 

Neglect 

 
“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 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to: provide adequate food, clothing and 
shelter (including exclusion from home or abandonment); protect a child from physical 
and emotional harm or danger; ensure adequate supervision (including the use of 
inadequate care-givers); or ensure access to appropriate medical care or treatment. It 
may also include neglect of, or unresponsiveness to, a child‟s basic emotional needs. “ 

 

Signs of Abuse 

(NB: these signs are not necessarily evidence of abuse) 

 

Unexplained injuries; improbable explanations; fear of returning home or parents 

being contacted; aggression/bullying; running away; significant change in behaviour 

without explanation; deterioration in work or attitude; unexplained pattern of 

absence; self-harm; compulsive stealing; „don‟t care‟ attitude; social isolation; eating 

disorders; depression/withdrawal; low self-esteem; poor social skills.  

 

Because of the cultural and social mix at CLSG, it is important for us to be aware of 

the growing number of cases in the UK of female genital mutilation, forced marriage 

and honour-based crimes which have occurred against children and the fact that 

such forms of abuse could be a safeguarding/child protection issue for some pupils 

in the School population. 
 
See separate annexes on Self-Harming, FGM, Child Sexual Exploitation and Forced 
Marriage/Honour Based Crimes  
 
 
 
 
 
 
 
 
 
 



ANNEX B  - AWARENESS OF FEMALE GENITAL MUTILATION (FGM), CHILD 
SEXUAL EXPLOITATION (CSE), FORCED MARRIAGE (FM) AND HONOUR 
BASED VIOLENCE (HBV) 
 
 
FEMALE GENITAL MUTILATION (FGM) 
 
National Guidelines for Professionals on FGM 
 
The following general statement about schools‟ responsibilities in relation to FGM is 
taken from “Keeping Children Safe in Education” (DFE 2015). 
 
https://www.gov.uk/government/publications/keeping-children-safe-in-education 
 
“Female Genital Mutilation (FGM): professionals in all agencies, and individuals and 
groups in relevant communities, need to be alert to the possibility of a girl being at 
risk of FGM, or already having suffered FGM. There is a range of potential indicators 
that a child or young person may be at risk of FGM, which individually may not 
indicate risk but if there are two or more indicators present this could signal a risk to 
the child or young person. Victims of FGM are likely to come from a community that 
is known to practise FGM. Professionals should note that girls at risk of FGM may 
not yet be aware of the practice or that it may be conducted on them, so sensitivity 
should always be shown when approaching the subject.  
 
Warning signs that FGM may be about to take place, or may have already taken 
place, can be found in the Department of Health document Female Genital Mutilation 
Multi-Agency Practice Guidelines (2011). 
 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/
216669/dh_124588.pdf  
 
Staff should activate local safeguarding procedures, using existing national and local 
protocols for multi-agency liaison with police and children‟s social care.” 
 
Warning Signs relating to FGM 
 
The multi-agency practice guidelines identify a number of warning signs that a 
student may be at risk of undergoing FGM or may have already undergone it. These 
include: 
 

 Professionals overhearing students talking about FGM 

 Disclosure by a student or one of her friends 

 A student going abroad to a country where FGM is known to be prevalent for 
an extended period 

 A student who presents with medical difficulties such as frequent urinary 
infections or severe menstrual problems 

 Prolonged unexplained absence from school 

 Behavioural changes such as withdrawal or depression 

 Reluctance to agree to routine medical examination 
 

https://exchange.clsg.org.uk/owa/redir.aspx?C=1e76967278e744b9bd26cc15f867ee5e&URL=https%3a%2f%2fwww.gov.uk%2fgovernment%2fpublications%2fkeeping-children-safe-in-education
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/216669/dh_124588.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/216669/dh_124588.pdf


 
 
 
Implications for CLSG 
 

 All adults who work with girls and young women must be alert to the risk of 
FGM 

 Recent guidance explicitly identifies schools as a front line agency in 
safeguarding girls and young women from FGM 

 A number of students at CLSG belong to communities in which FGM has 
traditionally been practised and have close family links with countries abroad 
where it is prevalent and so are potentially at risk 

 All members of staff should be sensitive to the potential risk of FGM and 
should report any concerns in accordance with general safeguarding 
procedures 

 
In addition to being vigilant and aware of the possibility of FGM affecting our 
students, the school will take proactive measures to raise students‟ awareness of the 
issue and to foster an atmosphere in which students will be able to voice concerns, 
by including FGM in PHSCE and elsewhere in the curriculum where appropriate. 
 
 
CHILD SEXUAL EXPLOITATION 
 
All young people, whatever their backgrounds, can be at risk of CSE so Staff at 
CLSG need to be aware of its possibility. 
 
Comprehensive information about CSE can be found on the NSPCC Website at  
 
http://www.nspcc.org.uk/Inform/resourcesforprofessionals/sexualabuse/cse-
homepage_wda97456.html 
 
 

What is child sexual exploitation? 

 

Child sexual exploitation (CSE) is a form of sexual abuse that involves the 
manipulation and/or coercion of young people under the age of 18 into sexual activity 
in exchange for things such as money, gifts, accommodation, affection or status.  

The manipulation or „grooming‟ process involves befriending children, gaining their 
trust, and often feeding them drugs and alcohol, sometimes over a long period of 
time, before the abuse begins. The abusive relationship between victim and 
perpetrator involves an imbalance of power which limits the victim‟s options.  

It is a form of abuse which is often misunderstood by victims and outsiders as 
consensual. Although it is true that the victim can be tricked into believing they are in 
a loving relationship, no child under the age of 18 can ever consent to being abused 
or exploited.  

http://www.nspcc.org.uk/Inform/resourcesforprofessionals/sexualabuse/cse-homepage_wda97456.html
http://www.nspcc.org.uk/Inform/resourcesforprofessionals/sexualabuse/cse-homepage_wda97456.html


 
 
POSSIBLE SIGNS OF CSE 
 
 

 inappropriate sexual or sexualised behaviour 

 repeat sexually transmitted infections; in girls repeat pregnancy, abortions, 
miscarriage 

 having unaffordable new things (clothes, mobile) or expensive habits (alcohol, 
drugs) 

 going to hotels or other unusual locations to meet friends 

 getting in/out of different cars driven by unknown adults 

 going missing from home or care 

 having older boyfriends or girlfriends 

 associating with other young people involved in sexual exploitation 

 truancy, exclusion, disengagement with school, opting out of education altogether 

 unexplained changes in behaviour or personality (chaotic, aggressive, sexual) 

 drug or alcohol misuse 

 getting involved in crime 

 injuries from physical assault, physical restraint, sexual assault 
 

This is not an exhaustive list and indicators can change over time.  

 

FORCED MARRIAGE (FM) 

Some students at CLSG may be at risk of forced marriage, so it is important for Staff 
to be aware of its existence. 

A forced marriage is where one or both people do not (or in cases of people with 
learning disabilities, cannot) consent to the marriage and pressure or abuse is used. 
It is an appalling and indefensible practice and is recognised in the UK as a form of 
violence against women and men, domestic/child abuse and a serious abuse of 
human rights. 

The pressure put on people to marry against their will can be physical (including 
threats, actual physical violence and sexual violence) or emotional and psychological 
(for example, when someone is made to feel like they‟re bringing shame on their 
family). Financial abuse (taking your wages or not giving you any money) can also 
be a factor. 

For information about forced marriage and relevant legislation see 

https://www.gov.uk/forced-marriage 

 

HONOUR BASED VIOLENCE (HBV) 

https://www.gov.uk/forced-marriage


For a summary of Honour Based Violence and relevant legislation go to the Crown 
Prosecution Website at 

http://www.cps.gov.uk/legal/h_to_k/honour_based_violence_and_forced_marriag
e/#a04 

There is no specific offence of "honour based crime". It is an umbrella term to 

encompass various offences covered by existing legislation. Honour based violence 

(HBV) can be described as a collection of practices, which are used to control 

behaviour within families or other social groups to protect perceived cultural and 

religious beliefs and/or honour. Such violence can occur when perpetrators perceive 

that a relative has shamed the family and/or community by breaking their honour 

code. 

It is a violation of human rights and may be a form of domestic and/or sexual 

violence. There is no, and cannot be, honour or justification for abusing the human 

rights of others. 

The Crown Prosecution Service, the Association of Chief Police Officers and support 

groups have a common definition of HBV: 

 

"'Honour based violence' is a crime or incident which has or may have been 

committed to protect or defend the honour of the family and/or community." 

Some students at CLSG could be at risk of HBV. 

 

  

http://www.cps.gov.uk/legal/h_to_k/honour_based_violence_and_forced_marriage/#a04
http://www.cps.gov.uk/legal/h_to_k/honour_based_violence_and_forced_marriage/#a04


ANNEX C - SAFEGUARDING CODE OF CONDUCT 
 
INTRODUCTION 
 
All Staff accept responsibility for the welfare of children with whom they come into 
contact in the course of their work, and will report any concerns about a child or 
somebody else‟s behaviour, using the procedures laid down in the school‟s Child 
Protection Policy. 
 
Katherine Brice and Susannah Gilham are the Designated Safeguarding Leads in 
the school who will take action following any expression of concern in accordance 
with the process laid out in the school‟s safeguarding and child protection policies.   
 
The Headmistress and the school‟s Designated Safeguarding Leads know how to 
make appropriate referrals to statutory child protection agencies. Pat Dixon (020 
7332 1512) is the City of London‟s Children and Families Service Manager (LADO) 
and should be consulted for all safeguarding matters via the DSL if the matter 
pertains to a City of London resident child, or an issue relating to potential / actual 
allegations against staff, and for advice on liaising with another LA in respect of 
safeguarding issues. Please consult with the School‟s HR Business Partner also for 
HR advice and technical support concerning the process.   
 
All staff who come into contact with children in the course of their professional 
activities must adhere to the school‟s Child Protection Policy, the procedure for 
reporting safeguarding concerns and have regard to any other relevant guidance 
issued by the school. Failure to comply with these obligations may result in 
disciplinary action in accordance with the school‟s Disciplinary Procedure. Staff are 
also expected to observe the Teachers‟ Standards issued by the DfE at all times.  
 
Information relating to any allegation or disclosure must be clearly recorded as soon 
as possible, as outlined in the Child Protection Policy and supporting documents. 
 
The Children Act 1989 states that the 'welfare of the child is paramount'. This means 
that considerations of confidentiality which might apply to other situations should not 
be allowed to over-ride the right of children to be protected from harm.  However, 
every effort should be made to ensure that confidentiality is maintained for all 
concerned when an allegation has been made and is being investigated. 
 
The Child Protection Policy will be referred to or included in recruitment, training and 
policy materials, where appropriate, and the policy will be openly and widely made 
available to members and staff and volunteers and actively promoted within the 
organisation. 
 
A culture of mutual respect between children and staff will be encouraged, with 
adults modelling good practice and professional behaviour at all times in line with the 
Teachers Standards.  
 
It is part of the school‟s acceptance of its responsibility of duty of care towards 
children that members of staff who encounter child protection concerns in the context 
of their work will be supported when they report their concerns in good faith. Staff 



must also be aware of the procedures for whistleblowing as detailed in the Child 
Protection policy and the City of London Corporation whistleblowing procedures.  
 
STAFF AND VOLUNTEERS MUST AVOID: 
 

 Inappropriate physical contact with children: Physical contact is only 
appropriate in very limited circumstances. For more detailed advice please 
see the school‟s policy on Physical Contact and Restraint.  A copy will be 
supplied to all staff as part of their induction training along with a the Child 
Protection Policy, and its annexes (including Staff safeguarding Code of Conduct) 

and the Department for Education guidance, “What to do if You‟re Worried a Child is 
Being Abused” 2015 as well as a copy of “Keeping Children Safe in Education  
2015”, 
 

 Taking the lead from children in their behaviour or engaging in any behaviour 
that may be seen as in breach of the Teachers‟ Standards, be perceived as 
unprofessional, may bring the school into disrepute or may be 
misrepresented..  

 

 Using confidential or sensitive information about a child or their family for their 
own benefit or to humiliate or embarrass a child.  Confidential information 
about pupils or the School should not be shared casually however; 
information that might suggest that a child is in need or at risk of significant 
harm must be shared with the DSL, in accordance with the safeguarding / 
child protection procedures. 

 

 Taking photos of children: Photographs and films taken for official school use 
may be covered by the Data Protection Act, e.g. if the images are going to be 
stored with other personal data.  If the photograph is taken of groups of pupils 
during lessons and will be used in the school prospectus then the Data 
Protection Act does not apply. Names of children must not be published with 
photographs or films. 

 

 Establishing or seeking to establish any social contact with a pupil or their 
parents/carers.  Unplanned or other social contact that happens outside of the 
school setting should be reported to the Head Teacher.  Staff should not give 
their personal telephone numbers or email addresses to pupils or their 
parents.  No member of staff will enter into extra or private tuition or childcare 
arrangements with parents without the permission of the Headmistress.  Staff 
should notify their line manager of any existing or previous family or social 
relationship with a pupil or their parents/carers. 

 

 Making suggestive or inappropriate remarks to or about a child, even in fun, 
as this could be misinterpreted. Inappropriate remarks include innuendo, 
swearing, and discussing their or your own intimate relationships. 

 

 Other than for routine classwork related matters, communicating directly with 
children by email or text messages and only then with the prior consent of the 
child‟s parent or guardian.  If electronic communication is necessary best 
practice would be to communicate directly with parents or guardians and to 



copy in a senior colleague. Further guidance on electronic communications 
with pupils is to be found in Annex C of the Child Protection Policy.  

 

 Communicating with children via Twitter, Facebook or other social media. 
 

 Engaging in behaviour which could be construed as „grooming‟ a child (for 
example giving a child money, presents or favours or talking or behaving in an 
inappropriate or unprofessional manner towards children). 

 

 Communicating to the public, press, television or any outside agency the 
contents of any documents relating to the school/Corporation or the 
proceedings of any safeguarding matters that is confidential information 
unless required by law or authorised by an appropriate official to do so.   

 

 Making personal use of telephones e-mail and internet facilities during work 
time.  They may only use them at the Head Teacher‟s discretion, or when 
there is an urgent need to contact someone in an emergency. The time spent 
should be kept to a minimum. Staff should also inform their family and friends 
only to contact them at work when it is necessary. 

 

 It is not unusual for pupils or, sometimes, their parents to develop infatuations 
or “crushes” on staff. Staff must not keep this a secret.  All such situations 
must be responded to sensitively to maintain the dignity of those concerned 
and any indications that this might be happening reported to the 
Headmistress.  In addition the object of the pupil or parent‟s affections may 
not even be aware of this. In this case colleagues must bring this to the 
colleague‟s attention and report to the Headmistress. 

 

 It is not permissible to take children alone in a car on journeys, however short, 
unless with the prior consent of the child‟s parent or guardian, and then only in 
exceptional circumstances with prior authorisation from the Headmistress.  

 
STAFF AND VOLUNTEERS MUST:   

 

 Staff must maintain an attitude of „it could happen here‟ where safeguarding is 
concerned.  

 

 The school expects all staff to dress appropriately whilst at work so that 
confidence of pupils, parents and the general public is maintained. Whilst the 
school values diversity and are not seeking to achieve a complete uniformity 
of dress style, the school does expect all employees‟ clothing at work to be 
neat, clean, modest and appropriate. 

 

 Do take a disclosure of abuse from a child seriously. It is important not to 
deter children from making a disclosure of abuse through fear of not being 
believed, and to listen to what they have to say. Guidance on responding to 
an allegation of abuse is set out in section 4 of the Child Protection Policy. If 
the allegation gives rise to a child protection concern it is important to follow 
the school‟s procedure for reporting such concerns, and not to attempt to 
investigate the concern yourself. 



 

 Always report any concerns immediately to the school‟s Designated 
Safeguarding Lead regarding the conduct of another staff member in relation 
to children. 

 

 Remember that those who abuse children can be of any age (even other 
children), gender, ethnic background or class, and it is important not to allow 
personal preconceptions about people to prevent appropriate action taking 
place. 

 

 Good practice includes valuing and respecting children as individuals, and the 
adult modelling of appropriate conduct - which will always exclude bullying, 
shouting, racism, sectarianism or sexism. 

 

 Written permission from pupils and their parents/carers must be obtained 
before taking photographs or films.  All images and films must be stored 
appropriately and securely only used by those authorised to do so Staff 
should be able to give account of the rationale behind any images of pupils 
that are in their possession. 
 

 Always follow the advice and guidance on child protection and safeguarding 
issues available via the relevant annexes of the school‟s Child Protection 
Policy which can be found in the staff handbook and on the school‟s website.   

 
GUIDANCE ON RESPONDING TO A CHILD MAKING AN ALLEGATION OF 
ABUSE: 
 

 Stay calm. 
 

 Listen carefully to what is said and show that you are taking it seriously. 
 

 Find an appropriate early opportunity to explain that it is likely that the 
information will need to be shared with others – do not promise to keep 
secrets. 

 

 Tell the child that the matter will only be disclosed to those who need to know 
about it. 

 

 Allow the child to continue at her/his own pace. 
 

 Ask questions for clarification only, and at all times avoid asking questions 
that suggest a particular answer. 

 

 Reassure the child that they have done the right thing in telling you. 
 

 Tell them what you will do next, and with whom the information will be shared 
(in school it will need to be a Designated Safeguarding Lead). 

 

 Make no judgement about what you have heard. 



 

 Record in writing what was said, using the child‟s own words as closely as 
possible, and as soon as possible - note the date, time, any names 
mentioned, to whom the information was given and ensure that the record is 
signed and dated. 

 

 Remember that whilst you may have been the first person encountering an 
allegation of abuse it is not your responsibility to decide whether abuse has 
occurred. That is a task for the professional child protection agencies, 
following a referral from the Designated Safeguarding Lead from the school. 

 
 

 
 
GUIDANCE  ON AVOIDING BEHAVIOUR WHICH COULD BE MISINTERPRETED 
 
All adults who work with children are at risk from false accusations of abuse or 
inappropriate behaviour.  This is particularly true in the current climate of increasing 
parental empowerment and litigiousness and when reporting of abuse in the media is 
frequent. All Staff are advised to exercise common-sense and caution to ensure as 
far as possible that their behaviour is never open to misinterpretation.  This is 
especially true of male staff working in a girls‟ school, but it is also applicable to 
female staff.  
 
Much of the advice included in the CP policy is simply sound common sense and is 
routinely followed by all teachers. It is related to the maintenance of the appropriate 
boundaries, which are intrinsic to our profession. The culture of this school is 
intended to be supportive of the students and traditionally relations between Staff 
and pupils here are friendly. Nobody would wish for these positive aspects of school 
life to be replaced by excessive formality, or for there to be a climate of suspicion 
and distrust, but it is essential that a proper distance is maintained between teachers 
and students.  
 
The following points should be borne in mind: 
 

 Avoid being alone with a pupil unless it is really necessary or inevitable. 

 If you are alone with a pupil, ensure that what passes is clearly visible from 
outside the room.  Most rooms at CLSG have glass panels in the door, but it 
is still advisable to consider whether the door can practically be left open. 

 Where there is no glass panel in the door, it is definitely advisable to make 
sure that the door is open. 

 Except when absolutely necessary, for example when assisting a child in PE 
or when teaching a musical instrument, avoid all physical contact with 
pupils.  If you do need to touch a child, explain in advance that you are going 
to do so, and why. 

 It is certainly necessary to avoid any physical contact when you are alone with 
a pupil.  Sadly, even a consoling hug can be misinterpreted or 
misrepresented. 

 Take care over commenting on a child‟s appearance.  A casual remark can 
also be misinterpreted or misrepresented. 



GUIDANCE ON TEACHER/PUPIL BOUNDARIES 
 

 It is important to ensure that the school retains its friendly and open 
atmosphere and that a climate of unwarranted suspicion does not develop. 

 Sadly, some young people on some occasions either misinterpret or even 
maliciously misrepresent the behaviour of adults. This is very rare in schools 
of this type but it has happened and so it is very important to observe 
appropriate professional boundaries and to avoid putting oneself in a 
vulnerable position. 

 Adolescents can develop “crushes” on their teachers. All teachers need to be 
aware of this possibility and to seek advice from senior colleagues if they feel 
that they are being inappropriately focused on by a pupil. 

 In addition to exercising caution when seeing pupils there may well be 
occasions on which it is better to have another colleague with you when you 
see an individual student, just as at times it is more appropriate not to see 
parents on one‟s own. 

 Contact between teaching staff and pupils outside school in contexts other 
than on organised school activities is only very rarely likely to be appropriate. 
Colleagues should always consult senior staff about any possible contact of 
this kind and should always ensure that it is known about and approved of by 
the child‟s parents. 

 If you are asked to give a child extra tuition or a private lesson in their own 
home, you should consult your Head of Department before agreeing and the 
Head of Department will liaise with the Headmistress or Deputy Head (Staff) 
about the proposed arrangements. 

 Inviting a pupil to your own home for extra teaching or any other purpose is 
fraught with difficulty and is to be avoided. 

 It is important to be especially cautious at social occasions at which staff and 
students are both present. It may be tempting to step out of role at events 
such as the leavers‟ ball, but it must be emphasised that pupils remain under 
our care and on the school roll until the end of the summer holidays after they 
have left school. 

 Even if they are over 18 and are about to leave school, students continue to 
be “vulnerable people” in terms of safeguarding legislation whether or not they 
are legally adult and teachers retain their professional obligations towards 
them. In any case, many of them have younger sisters or friends who will 
remain in the school and who will gossip about perceived indiscretions in the 
next school year! 

 Staff should never give alcoholic drink to students and should avoid situations 
in which their presence could be interpreted as permitting or encouraging 
students to drink. 

 Do not be afraid to ask for advice from or to express concern to the DSL or 
other senior members of staff. 

 

  



   
 
GUIDANCE ON  ONLINE BEHAVIOUR AND USE OF ELECTRONIC MEDIA 

 

 Be extremely careful over the use of Facebook, Instagram. Youtube and any 
other social media. 

 Make sure your privacy settings on social networking sites are at the highest 
possible level to avoid IT savvy pupils being able to access any private 
material. 

 Never accept a student, parent or a recent leaver as a “friend” on any social 
media  

 If you need students, parents or recent former pupils to contact you via 
Facebook, Twitter or the like for a school related activity (e.g. for a team or 
trip), set up a special separate site and let the DSL and Director of ICT know 
what you have arranged  and why. 

 Always use your school e mail address and students‟ school e mail addresses 
when communicating with pupils by email. 

 For anything apart from the most routine delivery and return of work or any 
learning-related queries, copy in your HOD or another appropriate colleague 
to all e mail exchanges with students and parents. 

 Use a school mobile phone rather than your private phone for school activities 
and contacting students and parents. If enough warning is given these can be 
borrowed from the school. 

 Only contact a student on her mobile phone or keep her number on record if 
there is a real need to do so and make sure that you inform your HOD or 
another appropriate colleague about why you are doing so. 

 Apply common sense and professional judgement in all your electronic 
contacts with students and parents. 
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