
 

Standards to include Checklist 

Introduction  

• Name of Organisation  

• Brief outline of the work your organisation does with Children and/or 
Young People 

• Make your values and ethos clear e.g. share your commitment to the 
welfare and safeguarding of children and/or young people across all 
organisational activity.   

 

A named person (s) for Safeguarding 

• Include the name of your Designated Safeguarding Officer and 
contact details (they need to be in a position to provide advice and 
support to other staff and keep safeguarding as a priority of the work 
your organisation does) 

• Name a deputy Safeguarding Lead and contact details 

• Include contact details for Children’s Social Care (including out of 
hours) 
 

 

Recognising the signs and symptoms of abuse 

• Highlight the importance of all staff and volunteers understanding the 
different forms of abuse and the signs and symptoms (these are 
detailed in Working Together 2018) 

• Highlight the expectation that all staff that work with children and 
young people access training to help them identify and respond to 
signs of abuse.  

• Include the signs and symptoms of: Physical Abuse, Sexual Abuse, 
Emotional Abuse and Neglect.  

• You may also wish to include signs and symptoms of other forms of 
abuse including: Child Sexual Exploitation, Trafficking, Female Genital 
Mutilation (FGM), Forced Marriage/Honour Based Violence and 
Radicalisation.  

 

Becoming aware of safeguarding concerns 

• It is important that the policy provides detail of how staff may 
become aware of safeguarding concerns for a child or young person, 
e.g. anonymous report, third party information, direct report from a 
child/young person, concerns about a child’s appearance, a report 
about a workers behaviour towards a child (e.g. LADO).   

 

What to do if you are concerned about a child 

• Stress the importance of treating all allegations seriously.  

• Make it clear that there is an expectation all staff take action and 
don’t assume someone else is dealing with it. 

• Outline the action required 
Stage 1 

➢ Initially talk to the child about what you are observing. It’s 
okay to ask questions, but avoid leading questions. 

➢ Listen carefully and gather as much information as possible. 
➢ Remember it is not your organisations responsibility to 

investigation the concern, but to act on it. 
➢ Explain to the child or young person your responsibility to 

take action if what they tell you suggests they or another child 
are at risk of harm.  

➢ Notify the Named person for Safeguarding 

 

Model Safeguarding Policy 



 

➢ Record the information you have as soon as possible. The 
person receiving the allegation or who has the concern should 
be the individual who completes the record and ensure this is 
signed and dated.  

➢ Remember confidentiality and safe storage of information 
Stage 2 

➢ The Designated Safeguarding Lead should take immediate 
action if there is any indication that a child has been abused 
or likely to be abused. 

➢ In such circumstances, the Named person should contact 
police/ Integrated Access & Referral Team (i-ART). IF a referral 
is made direct to i-ART this should be followed up in 24 hours 
to ascertain the outcome.  

NB. Parents and Carer’s need to be told about any referral to 
Children’s Social Care unless to do so would put the child at greater 
risk.  

Safer Recruitment 
It is important that there are clear processes in place for recruiting 
staff and volunteers to reduce the risk from individuals who pose a 
risk to children and young people. 

• Make it clear you have a commitment to safeguarding and 
protecting children (include reference to this in your job 
advertisement) 

• Have a face to face interview with prepared questions 

• Ensure there is a written question about any criminal 
convictions, cautions or other legal restrictions on their 
working with children or any pending cases that could affect 
their suitability to work with children.  

• Check identity by asking them to bring along photographic ID 

• Seek explanation for any gaps in employment or educational 
history. 

• Check that the candidate holds the relevant qualifications 
that they say they have. 

• Apply for a DBS check (this should be for all staff/volunteers 
who have unsupervised contact with children) 

• Always check the references provided and ask specifically 
about their skills and suitability to work with children.  

• You should ensure that if recruiting from abroad additional 
references are taken up and if a DBS is not available, a “fit 
persons” should be sought where available. 

 

Allegations against staff/volunteers 

• Ensure procedures are in place to manage any allegations against 
staff/volunteers 

• Any allegations made against a member of staff/volunteer should be 
referred to the Local Authority Designated Officer (LADO) – including 
when the allegation is against the Named person for Safeguarding.  

• The individual receiving the allegation must ensure the safety and 
wellbeing of the child and that they are away from the individual 
against whom the allegation has been made.  

• Ensure the contact details for the LADO are linked to your policy (they 
can be found on the Safeguarding Children Partnership website) 

 



 

 

• Regardless of any action taken by the LADO an internal investigation 
should take place but this should be done following discussion with 
the LADO so as not to jeopardise any tandem processes.  
 

Management and Supervision of Staff/Volunteers 

• Your procedures should indicate the supervision arrangements in 
place to staff/volunteers. 

 

Recording and Managing Confidential Information 

• A pro-forma for recording concerns/allegations of abuse, harm or 
neglect should be attached to the policy. This should include details of 
the child, the person receiving the allegation/noting the concern, date 
of incident and action taken.  

• A commitment to managing confidential information should be 
included in the policy including how safe is the computer where 
children’s detail are stored, is information locked away, clear desk 
policy etc.  

• A statement about the rights of children and young people to 
confidentiality unless the organisation considers them to be at risk of 
harm should be included   

 

Reviewing and Disseminating Policies 

• Outline the system for reviewing and distributing policy and 
procedures (they should be reviewed annually and signed by 
Director/Management Committee)   

• Best practice advises that children, young people and their carers 
should be involved in developing policies that affect them 

• Policies and Procedures should be displayed in a prominent place e.g. 
website, information boards. They should be accessible to staff and 
parents.  

• It is a good idea to list where the policies can be accessed and how 
you will ensure staff and parents are aware. 

 

The role of a Management Committee 

• Organisations with such a committee should have all policies and 
procedures approved via the committee. Consequently the 
committee must understand they are ultimately accountable for all 
that happens in their organisation including the implementation of 
Policies and procedures.  

 

 


