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“
Safeguarding 
Norwich
 
School
’s 
Young People
”
Good Practice Guidelines
For a
ll
 Administration Staff
, Caretakers, 
Contractors 
Cleaners, 
Governors, 
Kitchen Staff
 and 
School Visitors
All adults have a duty of care towards the welfare of young people and are responsible for:
Health & safety
General well-being
Safeguarding
It is estimated that 1 in 10 children / young people are sexually abused and most are abused by people they know.  Adults who wish to exploit the power they have over children and young people will find opportunities to gain access to children and young people.  This leaflet is designed to help everyone involved with young people to understand the importance of working safely with children and young people
The designated 
senior manager
 for safeguarding 
is
:
Peter Goddard – 
Assistant Head
. 
Contact
 01603 728447
The 
deputies are
:
Paul Todd – 
Assistant
 Head
.  
Contact
 01603 728445
John Fisher – Repton Housemaster
. Contact 01603 728430
Nicola Hill – 
Assistant Head
: 
Contact 01603 728482
Tracey Mounter – 
Head of History
 
Contact 01603 728430
Alex Boyt – Teacher
 Contact 01603 728430
    
For further information, contact
SAFE, 
PO Box
 271
, DISS, 
Norfolk
, 
IP23 7WS
www.oursafesite.com
This leaflet is produced jointly by Safeguarding Children Partnership and the xxxx working together to promote the welfare of children and young people
) (
In exceptional circumstance a child / young person might disclose, or you may have concerns, about the conduct of a colleague.  It is important that you observe the points above and inform the Head
 Master
 or 
designated senior manager or one of the deputies
 immediately.  
Remember there are set procedures to deal with such 
incidents
 and it is not helpful to either the child or adult if you delay or ignore the situation, however difficult it might be.
REMEMBER IN AN EMERGENCY
DO NOT DELAY, DIAL 999
)
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Useful contact numbers:
 
Norfolk LSCB: 
01603 223409
Police Family Protection Unit : 
01603 276300
County Access Team: 
0844 800 8014
Education Officer Responsible for Child Protection
: 
01603 223473/223324
NSPCC: 
0808 800500
Childline: 
0800 1111
Norwich School – Designated Officer –  on 
extension 447
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This leaflet is produced jointly by 
Norwich
 
School
 
and the 
Safegua
rding Children Partnership 
working together to promote the welfare of children 
& young people.
)
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Monitoring the areas you work in by:
Being observant of children, young people and adults together 
Being aware of adults who may be with an individual young person and in an isolated area a long time
Observing Health & Safety regulations
Not accepting swearing, bullying or other behaviours from the public when children / young people are either involved or in close proximity
Being alert to memb
ers of the public/staff approaching, videoing, or taking photographs of children/ young people 
Being aware of visitors seemingly having no business on the premises
Being aware of students accessing the Internet.

Reporting any such behaviour
 / incidents to a senior manager
Seeking help from a Senior M
anager or dialling 999 
without delay if such behaviour is
 criminal or dangerous
Administration Staff, Caretakers, Cleaners, Governors,
 and
 Kitchen Staff 
can often be regarded as trusted adults by children / young people.  A child / young person may choose to talk 
to 
you about something which concerns them.  It is important to:
Always take what a child / young person says seriously
Listen but 
do not investigate
Encourage the child / young person to speak to their parents if appropriate
Report and record any concerns you may have to the 
designated senior officer or one of the deputies
 without delay so they take responsibility to inform the r
elevant agencies.
Observe confidentiality with colleagues, 
family & friends
We encourage
 Schools V
isitors and 
C
ontractors to report any
 
concerns immediately to the school and not to get involved
.
) (
What is abuse?
Physical:
Where a child’s / young person’s body is hurt or deliberately injured
Sexual:
Where adults use children / young people to satisfy sexual desires; other children can also be abusers
Emotional:
Where children / young people are deprived of love, may be continually shamed and taunted or given responsibility beyond their years
Neglect:
A persistent failure to meet a child’s physical and/or psychological needs
Some example signs of abuse might be:
Aggressive or violent behaviour of adults, young people (physical verbal)
Vandalism or fire setting in toilets
Sexual or graphic images of children on school computers
Administration Staff, Caretakers, Contractors
,
 
Cleaners, 
Governors, Kitchen Staff and School Visitors
 
can help to keep children safe by always acting in a professional manner:
Always sign in and out and wear the visitor’s badge at all times
Avoiding being alone in any situation with a young person as you are both vulnerable
Being polite & friendly but not forging relationships nor making 
favourites  
A
voiding physical contact unless absolutely necessary when  some
one
 is injured and there is an emergency
)
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National 
Standard
)
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