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1. Context 
 

From 20th March 2020 government guidance required all schools to partially close for the period of 
interim COVID-19 arrangements. 

 
Schools and all childcare providers are asked to provide care for a limited number of children - children 
who are vulnerable, those with EHCPs where an assessment of need has taken place and children whose 
parents are critical to the COVID-19 response and cannot be safely cared for at home. 

 
This annex of the Heene CE Primary School Safeguarding and Child Protection policy will take effect 
during this period of time and will be reviewed as government policy and guidance changes. 
This policy has been amended in line with Department for Education and West Sussex County Council 
guidance for Safeguarding in Education. 
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2.   Key contacts 
 

 

Role Name Contact 
number 

Email 

Designated 
Safeguarding Lead 

Jo MacGovern  07970 270003 head@heeneprimary.co.uk  

Deputy Designated 
Safeguarding Lead 

Jo Beer 
Vicki Hill 

07849 312970 
07899 797038 

deputy@heeneprimary.co.uk  
sendco@heeneprimary.co.uk  

Headteacher Jo MacGovern  07970 270003 head@heeneprimary.co.uk  

School Business 
Manager 

Diane Cann 07733 375994 sbm@heeneprimary.co.uk  

Chair of Governors Freda Wimble 07856 204283 fwimble@heeneprimary.co.uk  

Safeguarding 
Governor 

Laura 
Anderson 

 landerson@heeneprimary.co.uk 

Deputy Safeguarding 
Governor 

Rose Ellis  rellis@heeneprimary.co.uk 

MASH WSCC  01403 229900 
(Out of Hours – 0330 
222 6664) 

  
 

MASH@westsussex.gov.uk 
 
Referral forms via; 
Adults - 
https://www.westsussex.gov.uk/raiseaconcernabou
tanadult 

 
Children’s - 
www.westsussex.gov.uk/Raiseaconcernaboutachild 
 

LADO  0330 222 6450 (9am -
5pm) 
 

LADO@westsussex.gov.uk 
 

Safeguarding in 
education 

 0330 222 4030  
 

safeguarding.education@westsussex.gov.uk 
 

 
 

3.  Staff Resilience – School Safeguarding Team  
 
Keeping Children Safe in Education 2019 (Page 19, para 65) states; ‘During term time, the designated 
safeguarding lead and/or a deputy should always be available (during school or college hours) for staff in the 
school or college to discuss any safeguarding concerns. It is a matter for individual schools and colleges and 
the designated safeguarding lead to arrange adequate and appropriate cover arrangements for any out  
of hours/out of term activities.’  

 
Please note this means the DSL may be available for contact on the phone / video call and do not need to be 
physically in school.  
 
During this period our school will follow all DfE and Local Authority guidance and practice. 
 
 
 

about:blank
about:blank
about:blank
about:blank
about:blank
about:blank
mailto:landerson@heeneprimary.co.uk
mailto:MASH@westsussex.gov.uk
https://www.westsussex.gov.uk/raiseaconcernaboutanadult
https://www.westsussex.gov.uk/raiseaconcernaboutanadult
http://www.westsussex.gov.uk/Raiseaconcernaboutachild
mailto:LADO@westsussex.gov.uk
mailto:safeguarding.education@westsussex.gov.uk
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DfE 
All DfE COVID-19 guidance is found here; 
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-
to-educational-settings-about-covid-19 
 
DfE Covid-19 safeguarding update here; 
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-
providers 
 
Local Authority 
All updates to schools are sent via the Director of Education. 
http://schools.westsussex.gov.uk 
 
The safeguarding bulletins and guidance are all embedded within the links above, so it is important to read 
each entire document as they expand in a lot more detail in many of the areas identified below.  
 
These can also be found here; 
https://secure2.sla-online.co.uk/v3/Resources/Page/13966 
 

4.  Capacity of DSL in our school; 
 
The optimal scenario is to have a trained DSL (or deputy) available on site. Where this is not the case a trained 
DSL (or deputy) will be available to be contacted via phone or online video - for example when working from 
home. 
 
Where a trained DSL (or deputy) is not on site, in addition to the above, a senior leader will assume 
responsibility for co-ordinating safeguarding on site. 
 
This might include updating and managing access to child protection online management system, CPOMS 
and liaising with the offsite DSL (or deputy) and as required liaising with children’s social workers where they 
require access to children in need and/or to carry out statutory assessments at the school or college. 
 
It is important that all Heene CE Primary School staff and volunteers have access to a trained DSL (or deputy). 
On each day staff on site will be made aware of that person is and how to speak to them. 
 
The DSL will continue to engage with social workers, and attend all multi-agency meetings, which can be 
done remotely. 
 

Heene CE Primary School school has a Designated Safeguarding Lead (DSL) and a Deputy DSL. 

 

The Designated Safeguarding Lead is: Jo MacGovern (Headteacher) 

 

The Deputy Designated Safeguarding Lead are:  Jo Beer (Acting Deputy Headteacher) & 

       Vicki Hill (Acting SENDCO) 

 

Role Name Contact Email 

Designated 
Safeguarding Lead 

Jo MacGovern  07970 270003 head@heeneprimary.co.uk  

Deputy Designated 
Safeguarding Lead 

Jo Beer 
Vicki Hill 

07849 312970 
07899 797038 

deputy@heeneprimary.co.uk  
sendco@heeneprimary.co.uk  

https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19/guidance-to-educational-settings-about-covid-19
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
http://schools.westsussex.gov.uk/
http://schools.westsussex.gov.uk/
https://secure2.sla-online.co.uk/v3/Resources/Page/13966
https://secure2.sla-online.co.uk/v3/Resources/Page/13966
about:blank
about:blank
about:blank
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All regular duties of the Safeguarding and Child Protection team will remain during this period where possible 
in order to protect both children on roll but not in school and those in school. 
 

This will include; 
 

- Managing concerns raised 

- Updating and managing access to safeguarding and child protection records 
Liaising with the offsite DSL (or deputy)  

- Undertaking risk assessments for all pupils as necessary 
Co-ordinating safeguarding provision and checks for all vulnerable pupils on and off site  

- Liaising with children’s social workers where they require access to children in need carry out 
statutory assessments at the school or college engage with key safeguarding partners when 
requested in an appropriate and safe manner. 

 

5.  Safeguarding Training and Induction 
 

For the period COVID-19 measures are in place, a DSL (or deputy) who has been trained will continue 
to be classed as a trained DSL (or deputy) even if they miss their refresher training. 
 
The DSL training dates for our staff are; 
 

Name of staff member Type of training and date of issue Role in school 

Jo MacGovern DSL Refresher – 14/05/2019 DSL - Headteacher 

Jo Beer DSL Introduction – 05/11/2019 Deputy DSL – Acting 
Deputy Headteacher 

Vicki Hill DSL Introduction – 05/11/2019 Deputy DSL – Acting 
SENDCO 

 
All existing school staff have had safeguarding training and have read part 1 of Keeping Children Safe in 
Education (2019). All staff are aware of WSCC procedures for referral and have access to key contacts to do 
this. The DSL should communicate with staff any new local arrangements, so they know what to do if they 
are worried about a child. 

6. Safer recruitment/volunteers and movement of staff 
 
Our standing policy clearly identifies how we follow procedure to ensure that all adults working in our 
school are safe to do so. This does not change for the duration of this annex policy. 
 

Heene CE Primary School will continue to follow the relevant safer recruitment processes for their 
setting, including, as appropriate, relevant sections in part 3 of Keeping Children Safe in Education 
(2019) (KCSIE). 
 

Where new staff are recruited, or new volunteers enter Heene CE Primary School, they will continue to be 
provided with a safeguarding induction. 
 
If staff are deployed from another education or children’s workforce setting to our school, we will take into 
account the DfE supplementary guidance on safeguarding children during the COVID-19 pandemic and will 
accept portability as long as the current employer confirms in writing that:- 

 the individual has been subject to an enhanced DBS and children’s barred list check 

 there are no known concerns about the individual’s suitability to work with children 
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• there is no ongoing disciplinary investigation relating to that individual 
 
Upon arrival, they will be given a copy of the receiving setting’s child protection policy, confirmation of local 
processes and confirmation of DSL arrangements. 
 

7. Disclosure and Barring 
 
Heene CE Primary School fully adheres to LA Model Safer Recruitment Policy as outlined here; 
 
https://secure2.sla-online.co.uk/v3/Resources/Page/1314 
 
Our school will also amend practice in line with DfE COVID-19 using community volunteers; 
 
https://www.gov.uk/government/publications/safeguarding-factsheet-community-volunteers-during-
covid-19-outbreak/safeguarding-and-dbs-factsheet-faqs who  

 
It will also amend practice as outlined by the LA to evidence checkers in school during the Covid 19 period. 
(as distributed via HR) 
  
8. Vulnerable children 

During this period school will refer to the Government and Local Authority guidance to define vulnerable 
groups. 

Where possible all safeguarding and child protection practices stated in our main policy will be adhered to. 

Additional or amended practices will be added as further appendices to this policy as appropriate. 
 
The COVID-19 definition March 2020 stated; 
 
Vulnerable children include those who have a Social Worker and those children and young people up to 
the age of 25 with an Education, Health and Care (EHC) plans. 

 
Those who have a Social Worker include children who have a Child Protection Plan and those who are 
looked after by the Local Authority. A child may also be deemed to be vulnerable if they have been 
assessed as being in need or otherwise meet the definition in section 17 of the Children Act 1989. 

Recent Government guidance is that all vulnerable children should be attending school however it is 
recognised that normal attendance rules do not apply.    

Heene CE Primary School will continue to work with and support children’s Social Workers to help protect 
vulnerable children, especially those vulnerable children who are not attending school.  

Our school will discuss such cases regularly with the children’s Social Worker and identify what part the 
school can play in monitoring a vulnerable child on a case by case basis.  

Children Looked After  

Our school will work with children’s Social Workers and the local authority Virtual School Headteacher 
(VSH) for looked-after and previously looked-after children.  

The lead person in our school for this is: Vicki Hill 

Heene CE Primary School will encourage our vulnerable children and young people to attend a school, 
including remotely if needed. 
 

https://secure2.sla-online.co.uk/v3/Resources/Page/1314
https://www.gov.uk/government/publications/safeguarding-factsheet-community-volunteers-during-covid-19-outbreak/
https://www.gov.uk/government/publications/safeguarding-factsheet-community-volunteers-during-covid-19-outbreak/
https://www.gov.uk/government/publications/safeguarding-factsheet-community-volunteers-during-covid-19-outbreak/safeguarding-and-dbs-factsheet-faqs
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9. Children’s Social Care – RAG Assessment of Open Cases  
 
Similar to the process being advocated for schools in line with the Government Guidance, WSCC Children’s 
Social Care have drawn up the following RAG rating to triage their open cases.  

 
During this period Heene CE Primary School will fully adhere to these practices. 
 
10. Continued Safeguarding Planning –  

 
Schools RAG Assessment for children with safeguarding concerns.   

 
Heene CE Primary School will follow all Local Authority guidance regarding pupils who are not supported by 
key safeguarding partners but are defined by us as vulnerable pupils due to the current school 
arrangements. 
 
Senior leaders, especially the Designated Safeguarding Lead (and deputy) know who our most vulnerable 
children are. They have the flexibility to offer a place to those on the edge of receiving children’s social 
care support.  
 
Our school will encourage these children also to attend school.  
 
Where these children are not attending our school will consider, on a case by case basis, how we can 
monitor and support those children and their families.  

11. Supporting children in school 

 

Heene CE Primary School is committed to ensuring the safety and wellbeing of all its students and will 
continue to work within all previous relevant policies. 

Heene CE Primary School will refer to all Government guidance and local guidance for education and 
childcare settings on how to implement social distancing and continue to follow the advice from Public 
Health England on handwashing and other measures to limit the risk of spread of COVID-19. 

 
Heene CE Primary School will ensure that where we care for children of critical workers and vulnerable 
children on site, we ensure appropriate support is in place for them. This will be bespoke to each child and 
recorded on CPOMS. 
 
Where Heene CE Primary School has concerns about the impact of staff absence – such as our Designated 
Safeguarding Lead or first aiders – will discuss them immediately with the Chair of Governors. 

12. Supporting children not in school 
 
Heene CE Primary School is committed to ensuring the safety and wellbeing of all its students and will 
continue to work within all previous relevant policies. 

 
Where the DSL has identified a child to be on the edge of social care support, or who would normally receive 
pastoral-type support in school, they should ensure that a robust communication plan is in place for that 
child or young person. 
 
Details of this plan must be recorded on CPOMS, as should a record of contact have made. 
 
The communication plans can include; remote contact, phone contact, door-step visits.  
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Other individualised contact methods should be considered and recorded. 
 
Heene CE Primary School and its DSL will work closely with all stakeholders to maximise the effectiveness of 
any communication plan. 
 
This plan must be reviewed regularly (at least once a fortnight) and where concerns arise, the DSL will 
consider any referrals as appropriate. 
 
The school will share safeguarding messages on its website. 
 
Heene CE Primary School recognises that school is a protective factor for children and young people, and the 
current circumstances, can affect the mental health of pupils and their parents/carers. Teachers at Heene 
CE Primary School need to be aware of this in setting expectations of pupils’ work where they are at home. 
 
Heene CE Primary School will ensure that where we care for children of critical workers and vulnerable 
children on site, we ensure appropriate support is in place for them. This will be bespoke to each child and 
recorded on CPOMS. 

13. Attendance monitoring 
 
Local authorities and education settings do not need to complete their usual day-to-day attendance 
processes to follow up on non-attendance. 

 
Heene CE Primary School and social workers will agree with parents/carers whether children in need should 
be attending school – Heene will then follow up on any pupil that they were expecting to attend, who does 
not.  
 
The school will also follow up with any parent or carer who has arranged care for their child(ren) and the 
child(ren) subsequently do not attend. 
 
At Heene CE Primary School we are complying with DFE advice and submitting a daily return to both the DFE 
and the LA.  
 
To support the above, Heene CE Primary School will, when communicating with parents/carers, confirm 
emergency contact numbers are correct and ask for any additional emergency contact numbers where they 
are available.  In all circumstances where a vulnerable child does not take up their place at school, or 
discontinues, Heene CE Primary School will notify their social worker. 

 
The DfE guidance on attendance, access, registration and coding will continue to be reviewed throughout 
this period and Heene CE Primary School will follow the latest national and local guidance at all points. 

 
Any enquiries that we have will be addressed to Pupil Entitlement Investigation on: Email - 
PEI@westsussex.gov.uk Tel - 0330 222 8200.  

14. Reporting a concern 
 
Where staff have a concern about a child, they should continue to follow the process outlined in the full 
school Child Protection and Safeguarding Policy, this includes making a report via CPOMS, which can be done 
remotely. 
 
In the unlikely event that a member of staff cannot access their CPOMS from home, they should email the 
Designated Safeguarding Lead and the Headteacher.  This will ensure that the concern is received.   

mailto:PEI@westsussex.gov.uk
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Staff are reminded of the need to report any concern immediately and without delay.  
 
Where staff are concerned about an adult working with children in the school, they should use CPOMS / 
orange form to report the concern to the headteacher. If there is a requirement to make a notification to 
the headteacher whilst away from school, this should be done verbally and followed up with an email to the 
headteacher. 
 
Concerns around the Headteacher should be directed to the Chair of Governors:  Mrs Freda Wimble 

15. Online safety in schools and colleges 
 
All use of online systems and work in school will adhere to all substantive policies. These will be shared 
with all staff working onsite. 

16. Children and online safety away from school and college 
 

Heene CE Primary School will adhere to the following substantive policies; 
 

 E-Safety Policy 

 Acceptable Use Policy 
 

It is important that all staff who interact with children, including online, continue to look out for signs a child 
may be at risk. Any such concerns should be dealt with as per the Child Protection Policy and where 
appropriate referrals should still be made to children’s social care and as required, the police.  
 
Online teaching should follow the same principles as set out in the MAT code of conduct. 
Heene CE Primary School will ensure any use of online learning tools and systems is in line with privacy and 
data protection/GDPR requirements.  
 
Below are some things to consider when delivering virtual lessons (this is not currently in place at Heene CE 
Primary School – 30/03/2020), especially where webcams are involved: 

• No 1:1s, groups only 
• Staff and children must wear suitable clothing, as should anyone else in the household. 
• Any computers used should be in appropriate areas, for example, not in bedrooms; and the 

background should be blurred.  
• The live class should be recorded so that if any issues were to arise, the video can be reviewed. 
• Live classes should be kept to a reasonable length of time, or the streaming may prevent the family 

‘getting on’ with their day. 
• Language must be professional and appropriate, including any family members in the background. 
• Staff should record, the length, time, date and attendance of any sessions held. 

 
All updated and ongoing guidance from the DfE and Local Authority on these matters will be followed. 

17.  Support from the Local Authority 
 
The WSCC Safeguarding in Education Team will provide support and guidance as appropriate to enable the 
DSL to carry out their role effectively. The SiE team will also provide guidance and resources as appropriate 
to support schools with all areas of safeguarding. 
 
Phone - 0330 222 4030  
Email - safeguarding.education@westsussex.gov.uk 
https://secure2.sla-online.co.uk/v3/Resources/Page/13966 

mailto:safeguarding.education@westsussex.gov.uk
https://secure2.sla-online.co.uk/v3/Resources/Page/13966
https://secure2.sla-online.co.uk/v3/Resources/Page/13966

