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then this is potentially abusive and the school procedures should be followed in the 

same way as for any other safeguarding or child protection matter. 

VIII. Physical intervention/restraint
There may be times when adults in schools, in the course of their school duties, have

to intervene physically in order to restrain students and prevent them from coming

to harm or causing harm against others. Such intervention should always be both

reasonable and proportionate to the circumstances and be the minimum necessary to

resolve the situation.

The Head of School and/or Division Principal(s) must require any adult involved in 

any such incident to report the matter to the Senior Leadership Team as soon as 

possible. The staff member is required to document the incident in full giving a 

description and full account of the incident. Witnesses to the incident should be 

identified and spoken to when possible. Footage from security cameras may need to 

be referenced and saved as well as record of the incident. 

When intervention has been required, a member of the SLT must debrief any 

students involved and allow them to describe the incident from their point of view. 

Written notes of this conversation should be kept and the student checked for any 

mJunes. 

Parents/guardians must always be informed when an intervention has been 

necessary. 

IX. Safe recruitment and selection
Kehoe-France School will do all they can to ensure that all those working with

children in our school are suitable people. In order to do this, all staff who will work

in an unsupervised capacity with children or young people will be recruited using

safe recruitment procedures.

Safe recruitment involves scrutinizing applicants through the interview process with 

the use of team, application forms, verifying identity, qualifications and obtaining 

appropriate references, undertaking criminal background checks from all countries 

where the applicant has lived or worked in the last ten years, as well as the use of 

drug testing. At least one member of any interviewing team must have undertaken 

safe recruitment training. 

ection VJl. Pro •du. res fox safeguardil1g 

I. Initial concern
If, at any time, staff suspect that any student in their care may be a victim of abuse, 

or is at risk of abuse or other form of harm, they should not try to investigate, and 

instead inform the Designated Safeguarding Lead about their concerns as soon as 

possible through the use of the school's "pink form" (Safeguarding Report Form).
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Staff must disclose any concerns they have about the possibility of a student being 

abused or placing themselves at risk. It is better to share these concerns, which may 

later prove to be unfounded, than to hold onto information that may have helped 

protect a student from actual harm. In many cases a student will not make a direct 

disclosure, but staff will be concerned because of a physical or emotional indicator. 

In these circumstances staff should still use the Safeguarding Report Form as seen 

at the conclusion of this manual. 

When a student makes any form of direct disclosure, the guidelines under the 

section below "Dealing with disclosure, reporting and further action" should be 

followed. 

II. Dealing with disclosure, reporting and further action
Be aware that if a child asks to speak to someone in confidence about a problem, no

one should ever promise confidentiality if what the child discloses or is likely to

disclose relates to abuse being suffered by them or another child. Staff should always

give this as a health warning before meeting with the child.

The following guidance is based on five key practices for all staff: 

1. Receive

When possible always stop and listen to a child who wishes to speak in 

confidence. We know that children will often find the most inconvenient time 

to do this, but it is important that you make time for the child, even if this is 

to say "I can't stop now but come and see me in my office at ... " When possible 

during any disclosure try to listen, allow silences and try not to show shock or 

disbelief.

2. Reassure

Try to stay calm, make no judgments and empathize with the child. Never 

make a promise you can't keep. Give as much reassurance as you can and tell 

the child what your actions are going to be. Reassure the child that they are 

doing the right thing by telling you.

3. React

React to what the child is saying only in as far as you need to for further 

information. Don't ask leading questions. Keep questions open such as "Is 

there anything else you need to tell me?" Try not to criticize the alleged 

perpetrator as this may be a family member for whom the child may still have 

feelings.

4. Record

Make brief notes about what the child says during the conversation, but if this 

is not possible, make notes as soon after as you can and certainly within 24 

hours. Make sure to record exactly what the child says and not your 

interpretation of what is said. Record the time, date and place as well (see the 

Safeguarding Report Form immediately following this manual).

5. Report

When a child makes any disclosure, or when you have concerns for nny 

reason, it is very important that the procedures outlined in this policy are 

followed. A full written/typed account of the concern must be made on the
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Record of Concern Form and given to the Designated Safeguarding Lead as 

soon as possible. If necessary, use the body map found at the end of this 

manual as well. If the DSL determines that a report must be made to the 

Louisiana Department of Children and Family Services, you will be 

responsible for making that report per Louisiana state law. The DSL will 

guide any individual through this process. 

When a child has made a disclosure and alleges abuse, the Designated Safeguarding 

Lead (or Head of School/Division Principals in the absence of the DSL), should be 

informed as soon as possible. The DSL will collate any available evidence by 

ensuring the notes taken from any witnesses are made available to any investigating 

body. The DSL will then consider, and when necessary, consult on the information 

available. It is the role of the DSL to make decisions regarding what action to take 
next and to make the decision whether to take the matter further within the local 

legal framework. It is important that a full record of all the information and 
decisions made are recorded and stored confidentially. Upon submitting a 

Safeguarding Report Form, a teacher or other staff member should not engage in 

conversation with other individuals outside of the DSL or members of the SLT 

regarding the concern. Issues recording on these forms are inappropriate topics of 

conversation for large groups of staff, and it is the determination of the DSL as to 

who should be informed of the progress of any ongoing counseling or care of the child, 

or investigation. 

It is the responsibility of the DSL to maintain a current list of external agencies or 
professionals whom the school can contact for support during this process. 

Additionally, it is always an option to contact the Group Head of Safeguarding with 

International Schools Partnership for additional guidance and support. 

Section VIII. Record Keeping· & Confidentiality 

I. Record Keeping
All records of child protection concerns, disclosures or allegations should be treated 

as sensitive information and should be kept together securely and separately from 

the child's general school records. The information should be shared with all those 

who need to have it, whether to enable them to take appropriate steps to safeguard 

the child, or to enable them to carry out their own duties, but it should not be shared 

more widely than that.

• Child protection records are held in a purple binder in a secure filing cabinet 

accessible to the Designated Safeguarding Lead and other senior staff in our 

school to ensure reasonable access.

• Records of any child disclosure should be clearly dated and filed without 

future amendment.

• Child protection records should be separate to the general education file, but 

the child's general school record file should be marked to indicate that a child 

protection file exists (e.g., red star or something similar). All staff who may 

need to consult a child's school file should be made aware of what the symbol 

means and who to consult if they see this symbol.
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• A child protection file should be started for an individual child as soon as the 

school is aware of any child protection concerns about that child. This may 

arise in a number of ways:

o If a member of staff raises a concern about the welfare or wellbeing of 
a child-this should be recorded in writing on a Safeguarding Report 

Form.

o If information is forwarded to the school by a previous school attended 
by the child.

o If the school is alerted by another agency of child protection concerns 
about that child.

• Members of staff should make a written/typed account of any concern they 

have regarding the welfare or wellbeing of a child, using the school's pro 

forma. This record should be passed as soon as possible to the Designated 

Safeguarding Lead. Concerns, which initially seem trivial, may turn out to be 

vital pieces of information later. So, it is important to give as much detail as 

possible. A concern raised may not progress further than a conversation with 

the DSL, but could also potentially lead to matters being dealt with through a 

legal system. If there hasn't been a specific incident that causes concern, try 
to be specific about what it is that is making you feel worried.

• If any information is removed from a file for any reason, a dated note should 
be placed in the file indicating who has taken it, why and when.

• The record pro forma must include:

o A record of the child's details: name, date of birth, address and family 

details

o Date and time of the event/concerns

o The nature of the concern raised

o The action taken and by whom: name and position of the person 

making the record

• In the case of disclosure, remember the record you make should include:

o As full an account as possible of what the child said (in their own 

words)

o An account of the questions put to the child

o Time and place of disclosure

o Who was present at the time of the disclosure

o The demeanor of the child, where the child was taken and where 

returned to at the end of the disclosure

II. Confidentiality
Our school should regard all information relating to individual Safeguarding/child

protection issues as confidential, and should treat it accordingly. Information should

be passed on to appropriate persons only at the discretion of the Head of

School/Division Principals/Designated Safeguarding Lead and this should always be

based on the need to know.

All records relating to child protection should be secured appropriately. Such 

information can be stored electronically but contemporaneous notes should be 

scanned and kept in original format. 
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To support the implementation of the Safeguarding and Child Protection Policy and to 

enable that our school remains in compliance with the expectations of International Schools 

Partnership, it is customary for the Group Head of Safeguarding to provide routine audits 

of our program and files. It is the responsibility of the Senior Leadership Team and 

Designated Safeguarding Lead to respond to any items on the Action Plan as the result of 

an audit. 

This policy is owned by Kehoe-France and is made available to students and/or parents in 

hard copy upon request. The policy can also be translated into key languages, if necessary. 

This policy will be reviewed and updated on a regular basis but at a minimum of once every 

two years. 

The Senior Leadership Team will adopt and sign this policy after each update. A copy of the 

revised policy will then be shared with staff, and made available to parents/guardians and 

students upon request. 

Signed and dated by Kehoe-France Head of School 

 

Signed and dated by the school's Designated 

Safeguarding Lead 

Section X. Forms 

(see attached to this manual) 

Staff Signature: 

It is important for everyone to thoroughly read and then retain the Safeguarding & Child 

Protection policies for Kehoe-France School. This is to ensure that all staff members, 

families, and students are educated and informed regarding the policies and procedures of 

our school. In doing so, we can all better serve and protect the children and work as a team. 

This signature hereby acknowledges I have received and reviewed the Kehoe-France 

Safeguarding & Child Protection Manual for the 2019-2020 school year. Please submit this 

signed page to your Principal. 

Printed name Signature 
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