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Basic Safeguarding and Child Protection 

The procedures for dealing with safeguarding and child protection are laid out in the Cambridgeshire and Peterborough Safeguarding Children Partnership Board (SCPB) Inter-agency Procedures.  This booklet does not replace those guidelines but is designed to assist you in your work.
 
This booklet is designed to be read alongside “Keeping Children Safe in Education” (September 2025), “Guidance for Safer Working Practice for adults who work with children and young people in education settings” (2022) and “What to do if you are worried a child is being abused” (2015). 

It will support the knowledge and information you have received from your Basic Safeguarding training.	
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Sara Rogers
Education Safeguarding Manager
Education Safeguarding Team

Definition of Safeguarding and Child Protection

Safeguarding is:

· Protecting children from maltreatment;
· Preventing impairment of health or development;
· Ensuring children grow up in circumstances consistent with the provision of safe and effective care;
· Taking action to enable all children to have the best possible outcomes.

Child Protection is:

· A part of safeguarding and promoting welfare;
· Refers to the activity that is undertaken to protect specific children who are suffering, or are likely to suffer, significant harm

Individual Responsibility and the Role of the Designated Person

Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes into contact with children and their families has a role to play. In order to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child.
(Keeping Children Safe in Education, Sept 25)	                                                                                    

Every establishment will have a Designated Safeguarding Lead (DSL) who has overall responsibility for safeguarding in the school. The Designated Safeguarding Lead will, in most cases, have other trained staff (Deputy Designated Safeguarding Leads) to support them in their safeguarding duties.

Confidentiality is important and fine judgements are necessary in many cases to assess what the staff as a whole need to know and what needs to be kept confidential for the sake of the child and the family.

Child protection referrals are made to Children’s Social Care (via the Customer Service Centre) by the DSL or Deputy DSL (DDSL) in Cambridgeshire.
If the Designated Safeguarding Lead is not available it is important that all staff are aware of the contingency arrangements for passing concerns on to a DDSL. 

All staff need to know:

The Designated Safeguarding Lead (DSL) in my establishment is: Ruth Bailey
If they are unavailable, Deputy DSLs (DDSLs) are: Lianne Smith and Claire Tod
The Domestic Abuse Lead in my establishment is: Ruth Bailey.
The Prevent Lead in my establishment is: Ruth Bailey
The Online Safety Lead is: Ruth Bailey
The Safeguarding Governor is: Andrew Smith
The electronic safeguarding system we use is/Logging concern forms can be found: 
My Concern
The Safeguarding and Child Protection policy is found: .On the website, on the safeguarding board and in the staff room.
The contents of the Guidance for Safer Working Practice/Code of Conduct.



Acronyms – Please see below acronyms included in this booklet and examples of those you may come across in your day-to-day work in your organisation.

	CCE
	Child Criminal Exploitation

	CIN
	Child in Need (Section 17)

	CME
	Child Missing Education

	CP
	Child Protection (Section 47)

	CSA
	Child Sexual Abuse

	CSE
	Child Sexual Exploitation

	DA
	Domestic Abuse

	DDSL
	Deputy Designated Safeguarding Lead

	DSL
	Designated Safeguarding Lead

	EH/EHA
	Early Help/Early Help Assessment

	FGM
	Female Genital Mutilation

	HBA
	Honour Based Abuse

	HSB
	Harmful Sexual Behaviour

	KCSiE
	Keeping Children Safe in Education (Statutory Guidance)

	LAC/CIC
	Looked After Child (Care Experienced)/Children in Care

	LADO
	Local Authority Designated Officer (allegations against staff)

	MASH
	Multi-Agency Safeguarding Hub

	PR
	Parental Responsibility

	ROTH
	Risks Outside of the Home

	RSE/RSHE
	Relationships & Sex Education/Relationships, Sex and Health Education

	SCPB
	Safeguarding Children Partnership Board

	TAC/TAF
	Team around the Child/Family

	TS
	Targeted Support





All staff need to have read and signed to say they have read and understood:

Keeping Children Safe in Education Part 1: Safeguarding information for all staff and Annex B and also the Guidance for safer working practice for adults who work with children and young people in education settings.

Keeping Children Safe in Education Part 1 includes information on what school and college staff:

Should know and do
Need to know
Should do if they have concerns about a child
Should do if they have a safeguarding concern or an allegation about another staff member
Should do if they have concerns about safeguarding practices within the school or college

Annex B provides further information on:

· Child abduction and community safety incidents
· Child Criminal Exploitation (CCE) and Child Sexual Exploitation (CSE)
· County Lines
· Children and the court system
· Children missing from education
· Children with family members in prison
· Cybercrime
· Domestic Abuse
· Homelessness
· Mental Health
· Modern slavery and the National Referral Mechanism (NRM)
· Preventing radicalisation, the Prevent Duty and Channel
· Sexual violence and sexual harassment between children in schools and colleges
· Serious Violence
· So-called “honour-based” abuse – including Female Genital Mutilation and Forced
Marriage
· Additional advice and support, including Online Safety


The Guidance for safer working practice for adults who work with children and young people in education settings is a school’s Code of Conduct and supports staff to monitor their own standards of behavior and outlines what is considered safe practice and which behaviours should be avoided when working with children and young people.

If A Child Tells/Makes a Disclosure

· Listen – take them seriously, give the child time to tell you what is concerning them
· Ask open questions (Remember TED - Tell, Explain, Describe) 
· Explain what will happen next, never promise confidentiality but DO provide reassurance
· Pass on this information to the Designated Safeguarding Lead/Deputy Designated
Safeguarding Lead/s (DSL/DDSL/s) in person if urgent e.g. physical abuse, sexual abuse, FGM
· Record the information (see the Record Keeping section below) using your school’s safeguarding record keeping system.


Remember: Open questions are not ‘leading questions’.  Use the opportunity you have to gain as much information form the child ‘in the moment’ as possible. 

Not all safeguarding information you share will result in a referral - small pieces of information may not be significant on their own but can help to contribute to a 'jigsaw' picture of abuse. If you, as a member of staff, receive a disclosure from a child, it is your responsibility to share this with the DSL/DDSLs.  You should not ask someone else to do this on your behalf.  The more information shared with the DSL/DDSL by a variety of sources will enable them to build a more accurate picture as to what is happening and what their next steps should be.

All staff should be able to reassure children that they are being taken seriously
and that they will be supported and kept safe. A child should never be given the
impression that they are creating a problem by reporting abuse, sexual violence or sexual
harassment. Nor should a child ever be made to feel ashamed for speaking out.

Signs and Indicators of Child Abuse, Neglect and Exploitation

All staff should be aware of indicators of abuse, neglect and exploitation. Knowing what to look for is vital for the early identification of abuse, neglect and exploitation (Full details can be found in KCSiE 2025 and “What to do if you are worried a child is being abused” (2015)		

	· Physical Abuse
	· Sexual Abuse

	· Emotional Abuse

	· Neglect


Staff should also have an awareness of safeguarding issues and risk factors that can put children at risk e.g. drug taking, alcohol misuse, missing education, consensual and non-consensual sharing of nude/semi-nude images and or videos or mental health problems.

Exploitation

All staff should be aware that children and young people can be at risk from harms outside the home (ROTH) and online, including exploitation. Both Child Criminal Exploitation (CCE) and Child Sexual Exploitation (CSE) are forms of abuse that occur where an individual or group takes advantage of an imbalance in power to coerce, manipulate or deceive a child into taking part in criminal or sexual activity.

Record Keeping

It is important that the DSL/DDSL keep clear up-to-date records and co-ordinate the information that is received from staff and other sources.

Different schools have different systems in place for record keeping so it is important to ensure you are familiar with the expectations in place within your own establishment. 

There are two examples of record keeping systems on pages 7 and 8.  The first is an example of an electronic system record of a concern and on the second is the hardcopy version as provided by the Local Authority.

The hardcopy version provides a summary of the actions taken in this case by the DSL.  Electronic systems follow a similar case management system but these are more difficult to replicate here.



Regardless of which system is in place all staff should:

· Take the disclosure seriously, including disclosures of child-on-child sexual violence and harassment.
· Record all concerns asap.  If you ask yourself, “should I record that?”, it is a clear indicator that you should.
· Find a DSL/DDSL/s) in person if the concern is urgent e.g. physical abuse, sexual abuse, FGM and then make a record.
· Use full names for pupils and staff.  For staff, add their role in brackets too;
· Describe what they saw, heard or have been told that gives them cause for concern;
· Ensure the record is clear, comprehensive and factual;
· Use the child’s own words where possible;
· If in doubt, seek advice from the DSL/DDSL as to whether concerns should be shared with parents.
· Record any action taken or discussions with parents and outcomes;
· Include the “voice of the child” and their wishes and feelings;
· Complete the body map with description/s if relevant e.g. for marks and bruises;
· Pass it on to and/or discuss with the DSL/DDSL immediately.

It is worth remembering that “If it’s not written down it didn’t happen.” 
 
It is difficult to say who will eventually have access to these records, so it is important to bear in mind that they need to be clear to anyone who may read them at any stage in the future who may not know you or your school.

What happens next?

In a significant majority of cases, the DSL/Deputy DSL will determine how to proceed once they have received the concern and checked safeguarding records held in school.

The DSL/DDSL may consider support that can be provided in school, support that can be provided by a specialist agency e.g. for mental health, or they may consider completing an Early Help Assessment (EHA) for Targeted Support or will make a referral to Children’s Social Care. (See DSL actions in the hardcopy example page 9.)

If you do not hear back from the DSL/DDSL about a concern you have submitted, you are encouraged to follow this up but be aware it might just be there was no action for you to take forward and this should be explained by the DSL/DDSL you speak with.


Early Help Support for Children

All staff should be prepared to identify children who will benefit from early help.    Early help means support is provided as soon as a problem emerges, at any point in a child’s life, from the foundation years through to the teenage years.

Staff should therefore report concerns as soon as they become aware that a child or family may need additional support rather than wait until a situation escalates.  Think about the ‘lived experience of the child’.

Targeted support is accessed through completing an Early Help Assessment (EHA) with the family’s consent.  The Early Help Assessment process will help to identify additional support and coordinate the support around the family and ensure they receive the right help at the right time.

The DSL or a DDSL will normally complete an EHA.  All EHAs are sent to the Early Help Hub based in the MASH.

In Cambridgeshire, Early Help is delivered by the District Targeted Support Teams.
In Peterborough, Early Help is delivered through Commissioned Services.


Making a Referral to Children’s Social Care

The DSL or a DDSL will normally make referrals for the most complex cases or where children are suffering, or are likely to suffer, significant harm.  

However, if you need to make a referral in the absence of the DSL/DDSL the chart on page 13 will assist you to follow procedures.

When a referral is made it is essential that as much relevant information as possible is provided to enable children’s social care and the police reach the most appropriate decision and outcome.

Anyone making a referral needs to have the following information available as a minimum:

· the referrer’s details: name, place of work and job title;
· the child’s details: name, DOB, parents’/carers’ details, address, siblings, other significant family members;
· other agencies who may have been or are working with the child/family;
· details of your concern and source of information;
· if parents/carers are already aware of the referral (consent to refer will normally be sought unless seeking consent would place the child at increased risk of immediate and significant harm or may lead to the loss of evidence for example destroying evidence of a crime or influencing about a disclosure made);
· the parents’/carers’ response to the concerns.  Discuss with Social Care and/or the Police who is to make contact with parents.


Referral Pathways

· Referrals are made by telephone for the most urgent cases where children are at the very highest risk.  
· Where there is no immediate risk, the online referral form is completed and submitted.  
· The decision about risk level lies with the DSL/DDSL.

Cambridgeshire

The DSL/DDSL may make a referral to Children’s Social Care via the Customer Service Centre by telephoning 0345 045 5203 or making an online referral using the online referral form which is accessed through the Safeguarding Partnership Board website at:
Reporting a Concern | Cambridgeshire and Peterborough Safeguarding Partnership Board (safeguardingcambspeterborough.org.uk)

Thresholds

You may work with children and hear phrases such as the child has been ‘stepped up’, or ‘stepped down’ by children’s social care.  These phrases are linked to the level of intervention or support being provided and largely covers Early Help (Targeted Support), Child in Need (Section 17) and Child Protection (Section 47). 

However, it is important to remember this process is dynamic and children and families move between thresholds depending on the current circumstances as to their threshold status so please continue to monitor and raise concerns with your DSL/DDSLs as necessary as this will provide the information they need to review individual cases.
 
Please note: All children with social care intervention are deemed to be potentially more vulnerable and should have appropriate support provided by school to help them achieve their potential.



Making a Referral Flowchart


	If the DSL or DDSL are unavailable and there is an immediate risk to the child please refer to Social Care via the 
Customer Service Centre 0345 045 5203 (Cambs)
Professional (peterborough.gov.uk) (Peterborough)




You may be asked to speak 
 with parents/carers first



               Inform your Headteacher/			 If urgent medical aid is
               Designated Safeguarding			   required follow usual
		         Lead						procedure



For referrals to the police, call 101 and
 ask for the Child Abuse Investigation Unit



	
Throughout the process, ensure that all those involved 
are supported appropriately
	



If the abuse has been perpetrated by another child 
refer both children (i.e. abuser and abused)



Sources of Advice and Referral
Cambridgeshire

	
To make an immediate child protection referral contact:

Customer Service Centre
Cambridgeshire Children 
Tel:  0345 045 5203

Referral Form on the Safeguarding Partnership Board website at:
Making a Referral | Cambridgeshire and Peterborough Safeguarding Partnership Board (safeguardingcambspeterborough.org.uk)

Emergency Duty Team (out of hours)

Tel:  01733 234724   

	
Education Safeguarding Team

Team Box No: PAP1207
Sunley House
Summers Hill Drive
Papworth Everard
Cambridge
CB23 3AB

Sara Rogers, Education Safeguarding Team Manager

Mobile: 07990 936820

Email: ECPS.General@cambridgeshire.gov.uk  

	
Multi Agency Safeguarding Hub (MASH)
Police Child Abuse Investigation Unit

For advice and to make a referral:
Tel:  01480 847743
Email: mash.cp@cambs.police.uk

Cambs Police
General Tel:  101

Includes the Domestic Abuse and 
Safeguarding Unit.

	
In cases of allegations contact the Named Senior Officers for Allegations Against Teachers and Other Staff in Schools

Phil Nash, Senior Adviser for Leadership 
Tel: 07920 270820
Email: Phil.Nash@cambridgeshire.gov.uk 

Local Authority Designated Officer
Tel: 01223 727967
Email:  LADO@cambridgeshire.gov.uk


	
Cambridgeshire and Peterborough Safeguarding Children Partnership Board

Email: safeguardingboards@cambridgeshire.gov.uk

Website:http://www.safeguardingcambspeterborough.org.uk/children-board/
	
Domestic Abuse Support Service
Advice and support for professionals and parents.

Website: DASS | IMPAKT Housing & Support
Freephone: 0300 373 1073 
Email: DASSreferrals@impakt.org.uk   

Domestic Abuse and Sexual Violence Partnership
Website: Cambridgeshire County Council DASV Partnership - Home (cambsdasv.org.uk)

Duty IDVA (Independent Domestic Violence Advisor) – professionals only 
Email: idva.referrals@cambridgeshire.gov.uk 

Women’s Aid 24-hour Domestic Violence Helpline  
Tel: 0808 2000 247


	

Cambridgeshire Sexual Behaviour Service

Paul de Massimi,
Senior Sexual Behaviour Service Worker

Email: 

SexualBehaviourService365@cambridgeshire.gov.uk 
 SexualBehaviourService@cambridgeshire.gov.uk.
	
School Nursing Service

Tel: 0300 029 5050
9.30 – 4.00pm Mon – Fri (term time)


	
Safeguarding Children Service
(CCS)

Oaktree Centre
Huntingdon
PE29 7HN

Tel: 0300 029 5050
9.30 – 5.00pm Mon – Fri

	
Cambridgeshire Child and Adolescent Substance Use (CASUS) Service

Tel: 01480 445316 
Email:  casus@cpft.nhs.uk

Website: Service detail | CPFT NHS Trust 

	
Early Years, Childcare and School Readiness Service

Gemma Hope, Senior Adviser Intervention and Safeguarding 
Tel: 01223 714760
Mob: 07868 038762

	
The Elms – Sexual Assault Referral Centre
Hinchingbrooke Hospital

Tel: 0800 193 5434

Website: www.theelmssarc.org 


	
Cambridge Rape Crisis

Helpline: 01223 245 888

Website:
https://cambridgerapecrisis.org.uk/ 
	
Change Grow Live (CGL) Drug and Alcohol Services

Tel: 0300 555 0101 

To make a referral – select the relevant option number for your area.
Website:
Cambridge - Drug & Alcohol Service Cambridgeshire | Change Grow Live


	
Early Help Hub (MASH) 

Tel: 01480 376666
Early.helphub@cambridgeshire.gov.uk   

	
YOUnited - provides help to children and young people with their emotional wellbeing and mental health

Tel: 0300 3000 830.
Website: YOUnited | CPFT NHS Trust







	
Prevent

Email: Prevent@cambs.police.uk

Tel: Prevent Office 01480 422277   

	
Female Genital Mutilation
NSPCC Helpline
0800 028 3550
fgmhelp@nspcc.org.uk 

National FGM Centre -  www.nationalfgmcentre.org.uk






Sources of Advice and Referral 
Peterborough

	
To make an immediate child protection referral 

All referrals are made via the Safeguarding Board website and using the Portal, completing the online referral form there.
Professional (peterborough.gov.uk)

MASH General Enquiries - 01733 864170

Professional Consultation Line - 01733 864180

Emergency Duty Team (out of hours)
Tel:  01733 234724   

	
Rebecca Gibson, Education Safeguarding Manager, Peterborough

Tel: 07943 748110

Email: Rebecca.gibson@peterborough.gov.uk

Educationsafeguarding@peterborough.gov.uk





	
In cases of allegations -
Local Authority Designated Officer (LADO)

Tel: 01733 864038

Email: LADO@peterborough.gov.uk

	
Early Help Hub (MASH) 
Early intervention advice and signposting

Tel: 01733 863649

earlyhelp@peterborough.gov.uk 


	
Harmful Sexual Behaviour 

Rian Perry 

Contact for a case consultation

Email: rian.perry@peterborough.gov.uk

Tel: 07901 517947

	
Aspire Drug and Alcohol Service

102-104 Bridge Street, 
Peterborough, 
PE1 1DY

Kate Parkin, Young Person’s Resilience Worker

Mob: 07780 495317
Email: Kate.parkin@cgl.org.uk


	
Peterborough Rape Crisis

Helpline: 01733 852578

Website: peterboroughrapecrisis.org.uk
 

	
YOUnited - provides help to children and young people with their emotional wellbeing and mental health

Tel: 0300 3000 830

YOUnited | CPFT NHS Trust






	
Prevent

Email: Prevent@cambs.police.uk

Tel: Prevent Office 01480 422596
Or: 101 Ext: 2595/2596


Female Genital Mutilation

NSPCC Helpline
0800 028 3550
fgmhelp@nspcc.org.uk 

National FGM Centre -  www.nationalfgmcentre.org.uk
	
Domestic Abuse Support Service

Advice and support for professionals and parents.
Website: DASS | IMPAKT Housing & Support
Freephone 0300 373 1073 
Email: DASSreferrals@impakt.org.uk  

Domestic Abuse and Sexual Violence Partnership

Website: Cambridgeshire County Council DASV Partnership - Home (cambsdasv.org.uk)

Duty IDVA (Independent Domestic Violence Advisor) – professionals only 

Email:
idva.referrals@cambridgeshire.gov.uk 

Women’s Aid 24-hour Domestic Violence Helpline 
 
Tel: 0808 2000 247
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