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1. INTRODUCTION 

 
 
1.1 Statement of Principles 

 
1.1.1 The following principles underpin these guidelines and mirror the UN 
 Convention on the Rights of the Child (1989): 

 
• the welfare of the child is paramount 
• every child has a right to be treated as an individual 
• every child has a right to a positive sense of identity 

 • every child has the right to be protected from all forms of abuse, neglect 
and exploitation 

 • children have the right to express their views about issues or decisions 
affecting or worrying them 

 • children should be listened to and their views considered according to their 
age, maturity and understanding 

 • every effort should be made to preserve the child’s family home and 
contacts 

 • parents should normally be responsible for the upbringing and care of their 
children 

• any intervention in the life of a child or a family should be on formally stated 
grounds, properly justified, in close consultation with all the relevant parties 

• any intervention in the life of a child, including the provision of supportive 
services, should be based on collaboration between all relevant agencies 

 
 
1.2   Vision, Values and Aims 
 

1.2.1 Community Services: Education fully subscribes to the Vision, Values and Aims 
of the Child Protection Committee for Argyll and Bute.  These state; 

 
Our vision 

 
• We are committed to ensuring that Argyll & Bute’s children grow up feeling 

safe and protected from harm. 
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We value  
 

• The contribution children and young people make to the life of the area. 
 • The child’s right to protection from harm as our primary and overriding 

concern. 
• The treatment of children as individuals. 
• Treating children and families with respect and dignity. 
• The promotion of cultural diversity and equality of opportunity in our 

communities. 
 

We aim to 
 

• Achieve the level of service outlined in the Framework for Standards. 
• Offer children a safe place to live, work and play. 
• Treat all children with respect. 
• Listen to the views of children at all times and treat concerns seriously. 
• Provide the highest quality professional services to children and young 

people. 
• Develop effective inter-agency practices. 
• Support families to safely care for their children. 

 
1.2.2 These visions, values and aims should be displayed in prominent locations 

around an educational establishment where visitors and staff can easily read 
them. 

 
 
1.3 Aim of Guidelines 

 
1.3.1 The aim of these guidelines is to assist all Community Services: Education staff 

to work in a multidisciplinary context with children and their families.  The 
common responsibilities of staff from Community Services: Education and other 
agencies are to protect children from abuse and exploitation, to respond 
appropriately when abuse is identified, and to ensure whenever possible that all 
children are able to exercise their right to be raised in a warm, stimulating and 
safe environment with the support of staff, their families and carers. 
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1.4 Objectives 

 
1.4.1 The object of these guidelines is to ensure that Community Services: Education 

staff: 
 

• fulfil both pro-active and re-active responses to protect children from abuse; 
• co-operate and collaborate with other relevant agencies in child protection; 

 • develop an ethos which promotes the welfare of all children; 
• have regard to a child’s religious persuasion, racial origin and cultural and 

linguistic background; 
• develop learning opportunities which promote children’s good health and 

safety in all aspects of their lives; 
•   develop skills to assist children reduce their vulnerability to abuse; and 
• work in partnership with parents unless concerns about a child’s safety 

indicate this is not in the child’s best interests. 
 
 
1.5 Purpose of Guidelines 

 
1.5.1 These guidelines are intended to: 

 
• detail the role and range of responsibilities in child protection of Community 

Services: Education and its employees 
• describe the procedures Community Services: Education staff should follow 

in response to evidence, allegation or suspicion of child abuse 
• provide guidance and support when carrying out these responsibilities and 

procedures 
 
 
1.6 Context of Guidelines 

 
1.6.1 The guidelines are consistent with recent reform in childcare law in Scotland, 

specifically the Children (Scotland) Act 1995 which is based on principles 
drawn from the 1989 United Nations Convention on the Rights of the Child.  
The guidelines supplement the Community Services: Education standard 
circular (Standard Circular 3.23) on child protection which has been revised to 
take account of the new guidance. 
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1.6.2 The guidelines take account of the recommendations of a number of 

government inquiries and publications.  These include SOED Circular 10, 
“Protection of Children from Abuse: The Role of Education Authorities, Schools 
and Teachers” (SOED Circular 10, 1990), “The Report of the Inquiry into the 
Removal of the Children from Orkney in 1991” (Edinburgh, HMSO, 1992), 
“Promoting Personal Safety and Child Protection in the Curriculum” (SOEID, 
1998), “Protecting Children - A Shared Responsibility” (Scottish Office, HMSO, 
1998). 

 
1.6.3 These guidelines are written from a single agency perspective.  Other agencies 

have issued procedural guidelines which detail information and procedures 
from their perspectives.  The Argyll and Bute Child Protection Committees has 
also produced interagency child protection guidelines.  Head teachers and child 
protection co-ordinators should be aware of these other guidelines and refer to 
them as appropriate. 

 
 
2. LEGAL ISSUES 

 
 
2.1 The Legal Context of Child Abuse 

 
2.1.1 In fulfilling their roles and responsibilities in child protection, Community 

Services: Education staff need to be aware of the legal context of child abuse. 
 

• child abuse is a criminal offence 
• it can involve prosecution in the criminal courts in pursuit of the public 

interest 
• child abuse is the concern of the child protection system 
• it can involve the Authority Reporter acting to protect a child in the absence 

of criminal prosecutions or convictions.  
 
 
2.2. Duty to Report 
 

2.2.1 Community Services: Education staff do not have a duty in law to report 
suspicions of child abuse, however, they do have a professional and 
contractual obligation to report such suspicions. 

 
2.2.2 Community Services: Education staff are required to follow these Child 

Protection Guidelines and Procedures to protect and support children and to 
fulfil their professional obligations to report grounds for concern about child 
abuse. 
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2.2.3 Where procedures as detailed in these professional guidelines are followed, 
staff will be fully supported by Community Services: Education. 

 
2.2.4 Community Services: Education staff are required to follow these child 

protection guidelines and procedures, keeping in mind that future court action 
would focus on professional practice in terms of these guidelines. 

 
2.2.5 A child (or more probably a parent) could take action against the local authority 

for failing to act upon the child’s disclosure or upon justifiable concerns which 
had been expressed to a member of staff.  Such action may conceivably be 
raised many years after the event. 

 
2.2.6 An alleged perpetrator could sue for defamation but this would only result in 

damages if a statement was proved to be untrue. 
 
2.2.7 If an alleged perpetrator did sue for defamation, a possible defence for the 

Council would be that of Qualified Privilege.  Stated very simply, a statement 
would be subject to Qualified Privilege (and, therefore, the Council would not 
be liable at law for damages) if the following tests could be satisfied: 

 
• the person who made the statement must have done so in the course of 

carrying out a duty; 
• the person who made the statement must have done so in good faith and 

must not have been motivated by spite or ill-will against the alleged 
perpetrator; and 

• there must not have been unjustifiable repetition of the untrue statement to 
other persons. 

 
2.2.8 Essentially, Qualified Privilege exists as a protection against persons who may 

have mistakenly alleged child abuse but who acted out of a genuine and well-
meaning concern for the welfare of a child. 

 
2.2.9 Staff are required, in terms of the guidelines, to react in good faith to their 

suspicions or concerns for the well-being of a child or children.
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2.3 Confidentiality 
 

2.3.1 In relation to child protection procedures the main points are: 
 

• Community Services: Education staff must not promise to keep secret any 
allegations or concerns about child abuse, even if a child or third person 
requests this 

• there is no guarantee that the source of a referral can be kept confidential 
• in the interests of child protection, staff have a professional obligation to 

pass on information to relevant agencies 
• the sharing of such information should be on a “need to know basis” 
• the passing of information in order to protect a child would be considered in 

the public interest 
• further guidance on the issue of confidentiality is provided in Section 10.4.  

(Secrets should NOT be kept). 
 
 
2.4 Child Abuse - The Main Elements 

 
2.4.1 An act or omission can be defined as abusive or presenting future risk to the 

child if the following elements are present: 
 

• there must be demonstrable damage or harm to a child or a likelihood of 
harm to the child. Harm is defined as physical or mental injury or damage; 

• the injury/state of the child must have been avoidable through action;  
• concern about potential harm or risk is linked to the action or the inaction of 

the parent or carer. 
 

2.4.2 It is important to note that child abuse can be perpetrated on any child 
regardless of age, gender, understanding, stage of development, social class, 
religion, race or cultural background. 

 
 
2.5 Degree of Harm 

 
2.5.1 There is no stated criteria regarding the degree of harm and likelihood of future 

harm to the child which is considered significant enough for child protection 
procedures to be required.  In general practice it is suggested that significant 
harm is not minor or transitory in nature.  Significant harm may take place over 
an extended period of time or as a result of a specific incident. 
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2.6 Criminal Liability for Harm 
 

2.6.1 Criminal liability for harm applies if the adult wilfully or recklessly assaults, ill-
treats, abandons or exposes the child in a manner likely to cause him or her 
unnecessary suffering or injury to health (mental as well as physical health). 

 
2.6.2 A specific exception to the offence of wilful assault is when it is regarded as 

lawful physical punishment.  There are no clear guidelines as to what the 
courts would regard as lawful physical punishment but its extent has gradually 
been reduced by changes in the law,  Court judgements and changes in 
society’s attitude towards the form and degree of adult, especially parental, 
administration of physical punishment of children. 

 
2.6.3 Corporal punishment of any kind is no longer permitted in Community 

Services: Education establishments. 
 
 

2.7 Definition of “Child” 
 

2.7.1 A child is defined as anyone under sixteen years of age at the time when an 
offence or alleged offence took place. 

 
2.7.2 In certain circumstances, such as children with special needs or children 

subject to supervision requirements, the upper age limit for protecting from 
abuse may be extended to 18. 

 
 

2.8 Definition of a Parent 
 

2.8.1 The definition of a parent in the Education (Scotland) Act 1980 has been 
amended by the Children (Scotland) Act 1995 and now reads as: “Parent 
includes guardian and any person who is liable to maintain, or has parental 
responsibilities in relation to, or has the care of, a child or young person”. 

 
2.8.2 Specific details regarding Orders relating to parental responsibilities are 

contained within Section 11 of the Children (Scotland) Act 1995.  Among those 
who may have parental responsibilities are: 

 
• the mother, 
• the father if married to the mother, 
• an unmarried father if the mother agrees and the parental responsibilities 

agreement is registered; 
• an unmarried father who applies to the court and is granted rights and 

responsibilities; 
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• an unmarried father at the time of birth and subsequently but, is registered 

as the Child’s father in accordance with the Births, Death & Marriages 
(Scotland) Act 1965 or United Kingdom equivalent (as per S.3 Children 
(Scotland) Act 1995 as amended by S.23 Family Law (Scotland) Act 2006) ; 

• both parents following divorce (but specific orders could impose limits); 
• the local authority having obtained a Parental Responsibilities Order; 

and 
• a guardian legally appointed by the parent(s).  

 
 

2.9 Parental Rights and Responsibilities 
 

2.9.1 Parents have rights over children in order to fulfil their responsibilities towards 
them, and these rights are to: 

 
• regulate the under 16 child’s residence; 
• direct or guide his or her development and upbringing; 
• maintain personal relations and direct contact with the child; and 
• act as the child’s legal representative. 

 
2.9.2 Parents have responsibilities towards their children to: 
 

• safeguard and promote the child’s health, development and welfare; 
• provide the child with direction and guidance; 
• maintain personal relations and direct contact with the child; and 
• act as the child’s legal representative. 

 
2.9.3 Parents are also under a responsibility to provide general guidance until their 

child is eighteen years old. 
 
2.9.4 In situations where staff are unsure if a parent has parental responsibilities and 

there is an issue about whether this individual can have access to information 
about a child or whether the individual can remove the child from school, staff 
should err on the side of caution in the child’s interest and seek the necessary 
information that will ensure the child’s safety. 

 
 

2.10 Legal Capacity to Consent to Medical Examination and Assessment 
 

2.10.1 The Age of Legal Capacity (Scotland) Act 1991 states that any young person 
aged 12 or over has a right to consent or to refuse to consent to their own 
medical examination or treatment. 
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2.10.2 A child under 12 can give valid consent to any medical treatment or procedure 

if in the opinion of the qualified medical practitioner the child understands the 
nature and possible consequences of the treatment. 

 
2.10.3 This is generally taken to mean that children from twelve years upwards are 

able to give consent.  It could conceivably extend to children below twelve as 
long as the doctor or medical practitioner assesses the child to be capable of 
informed consent. 

 
2.10.4 Parents and others with parental rights and responsibilities do not have the 

right to make decisions on behalf of a competent child, which go against the 
wishes of that child.  Where a child is assessed as not being competent to give 
consent then the consent of a person holding parental responsibilities would 
normally be required. 

 
2.10.5 The current development in the good practice of other agencies is to seek the 

child’s consent using the Age of Legal Capacity (Scotland) Act 1991 as the 
guiding principle. 

 
 
2.11 Child Protection Provisions 

 
2.11.1 The Children (Scotland) Act 1995 has introduced three new provisions aimed 

at protecting children from harm and abuse.  Emergency Child Protection 
Measures are also available where there is an immediate need to remove a 
child in order to provide protection from significant harm. 

 
2.11.2 A Child Assessment Order (CAO) enables a local authority to arrange 

assessment of a child’s health or development or the way in which he or she 
has been treated, in order to establish whether the child is suffering or likely to 
suffer significant harm. 

 
2.11.3 A Child Protection Order (CPO) ensures that where necessary urgent action 

can be taken either to remove a child from circumstances in which he or she is 
at risk to a place of safety, or to prevent the removal of a child from a place 
where he or she has been accommodated. 

 
2.11.4 An Exclusion Order (EO) authorises the removal of a person suspected of 

harming a child from the family home or household
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2.11.5 For each of the provisions outlined above, the court must have regard to the 

overriding principle that the child’s welfare is paramount and that in particular 
circumstances making an order is better for the child than making no order at 
all. 

 
 

2.12 Advice on Legal Matters 
 

2.12.1 The authority’s legal services are available to provide advice. 
 

2.12.2 The Scottish Child Law Centre, 23 Buccleuch Place, Edinburgh EH8 9LN Tel: 
0131 667 6333 can be contacted for general advice and information.  The 
centre is a valuable resource for the provision of written information. 

 
 

3. CATEGORIES OF ABUSE 
 
 

3.1 The Five Categories of Abuse 
 

3.1.1 There are five categories of child abuse. These are: 
 

• physical injury 
• physical neglect 
• sexual abuse 
• emotional abuse 
• non organic failure to thrive 

 
3.1.2 In compliance with Scottish Executive guidance these categories of abuse 

have standard definitions and criteria for placing a child’s name on a central 
register.  Local authorities are responsible for its upkeep.  It provides a central 
point of enquiry for professionals who are concerned about a child’s 
development, welfare or safety. 

 
3.1.3 There can be overlap amongst these categories.  Children who suffer physical 

abuse can also be neglected and sexually abused.  Emotional abuse, as well 
as being a category on its own, is recognised by practitioners to be present 
alongside any of the other four categories of abuse. 
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3.1.4 It can be difficult in practice to separate the categories of abuse as some 
indicators are common to all forms of abuse e.g. low self-esteem.  Some abuse 
is clearly indicated by a single occurrence like a specific injury or a statement, 
while other forms of abuse only become evident over a period of time when 
there is an accumulation of a number of incidents/indicators. 

 
3.1.5 For purposes of registering on the child protection register a child is categorised 

under one of the five categories.  It is important to note that the Child Protection 
Register is a means of identification of children who require protection from 
future child abuse: it is not a measure of actual or past child abuse. 

 
3.1.6 Many children about whom Community Services: Education staff express 

concerns may not be placed on the register following inquiries and 
investigation.  The aim of child protection procedures is to target the most 
serious cases and avoid bringing children into the child protection system 
inappropriately.  The welfare of the child will be the paramount consideration of 
the social workers in the decision making process. 

 
3.1.7 It is not necessary for a child to be on the child protection register in order to 

receive care and protection measures from agencies.  Following a referral to 
Community Services: Social Work, initial inquiries will be carried out to decide 
whether or not the referral requires a response under child protection 
procedures.  Where this is not seen to be necessary other responses to 
promote the child’s welfare will be considered. 

 
3. 1.8 The decision to register a child is made in the multidisciplinary forum of the child 

protection conference which is part of the child protection process.  Community 
Services: Education staff will be invited, as appropriate, by Community 
Services: Social Work.  The child protection conference has no legal powers, 
and registration on the child protection register does not have any legal 
consequences.  However, both are important means of assessing concerns 
and initiating and reviewing a protection plan for a child. 

 
3.1.9 The following definitions of abuse are taken from Protecting Children - A 

Shared Responsibility, Guidance on Inter-Agency Co-operation, Edinburgh 
HMSO. 
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3.2 Physical Injury 

 
3.2.1 Defined as: 

 
“Actual or attempted physical injury to a child, including the administration of 
toxic substances, where there is knowledge, or reasonable suspicion, that the 
injury was inflicted or knowingly not prevented”. 
  

3.2.2 Note that physical injury may include a serious incident or a series of minor 
incidents involving bruising, fractures, scratches, burns or scalds; deliberate 
poisoning; attempted drowning or smothering; false illness syndrome by proxy; 
serious risk of, or actual, injuries resulting from parental lifestyle prior to birth, 
for instance substance abuse; physical chastisement deemed to be 
unreasonable. 

 
 
3.3 Physical Neglect 

 
3.3.1 Defined as: 

 
“Physical neglect occurs when a child’s essential needs are not met and this is 
likely to cause impairment to physical health and development.  Such needs 
include food, clothes, cleanliness, shelter and warmth.  A lack of appropriate 
care, including deprivation of access to health care, may result in persistent or 
severe exposure, through negligence, to circumstances which endanger the 
child.” 
 

3.3.2  Physical neglect may also include failure to secure appropriate medical 
treatment for the child, or when an adult carer persistently pursues or allows the 
child to follow a lifestyle inappropriate to the child’s developmental needs or 
which jeopardises the child’s health. 

 
 
3.4 Sexual Abuse 

 
3.4.1 Defined as: 

 
“Any child may be deemed to have been sexually abused when any person(s), 
by design or neglect, exploits the child, directly or indirectly, in any activity 
intended to lead to the sexual arousal or other forms of gratification of that 
person or any other person(s) including organised networks.  This definition 
holds whether or not there has been genital contact and whether or not the 
child is said to have initiated, or consented to, the behaviour.” 
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3.4.2 Sexual abuse may include activities such as incest, rape, sodomy or 
intercourse with children, lewd or libidinous practices or behaviour towards 
children, indecent assault of children, taking indecent photographs of children, 
or encouraging children to become prostitutes or to witness intercourse or 
pornographic materials. 

 
3.4.3 Sexual exploitation may be indicated by the presence of one or more of the 

following characteristics: 
 

• lack of consent 
• inequalities in terms of chronological age, developmental stage or stature 
• actual or threatened coercion 

 
3.4.4 Sexual activity involving informed consent of children under 16 or involving 

informed consent of a child under 16 with an adult who is not a relative is not in 
itself “child abuse” (as defined in paragraph 2.4).  However, there could be 
other factors which could be indicative of abuse and which could indicate that 
the welfare of the children involved requires input from agencies. 

 
 

3.5 Emotional Abuse 
 

3.5.1 Defined as: 
 

“Failure to provide for the child’s basic emotional needs such as to have a 
severe effect on the behaviour and development of the child”. 
 

3.5.2 Emotional abuse may include situations where as a result of persistent 
behaviour by the parent(s) or caregiver(s), children are: 

 
• rejected, denigrated or scapegoated; 

 • denied opportunities for exploration, play or socialisation appropriate to 
their stage of development; 

• encouraged to engage in anti-social behaviour; 
• put in a state of terror or extreme anxiety by the use of threats or practices 

designed to intimidate them; and 
• isolated from normal social experiences preventing the child from forming 

friendships. 
 
 
3.6 Non-organic Failure to Thrive 

 
3.6.1 Defined as: 

 
“Children who significantly fail to reach normal growth and developmental 
milestones (i.e. physical growth, weight, motor, social and intellectual 
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development) where physical and genetic reasons have been medically 
eliminated and a diagnosis of non-organic failure to thrive has been 
established.” 
 

3.6.2 In its chronic form, non-organic failure to thrive can result in greater 
susceptibility to more serious childhood illnesses, reduction in potential stature 
and, with young children particularly, the results may be life threatening over a 
very short period. 

 
3.6.3 The initial diagnosis of this type of child abuse will be based on medical advice 

and a social work assessment that the failure to thrive has its roots in the 
relationship between the child and the carer. 

 
 

4. INDICATORS OF ABUSE1 
 
 
4.1 Possible Signs of Physical Abuse 

 
4.1.1 These include: 

 
• injuries, particularly if they are recurrent 
• improbable excuses given to explain injuries 
• refusal to explain and discuss injuries 
• untreated injuries or delay in reporting them 
• fear of parents being contacted 
• fear of returning home 
• fear of medical help 
• arms and legs kept covered in hot weather 
• self-destructive tendencies 
• chronic running away 

 
 
4.2  Checklist for Possible Signs of Physical Abuse 

 
 

4.2.1 It can be difficult to determine whether injuries to a child are accidental or 
indicative of child abuse. 

 
4.2.2 Consideration of the following questions may prove helpful to Community 

Services: Education staff: 
 

• Is the injury minor, superficial, treated and easily explained? 
• Are the injuries typical of the developmental level of the child and its 

activities? 
 
1  The indicators of abuse listed in 4.1, 4.3, 4.4 and 4.5 are adapted or taken directly from Elliott (1989). 
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• Can the injury be explained by another cause? e.g. known medical 

condition, skin condition, temporary illness. 
• Is the explanation given by the child and/or other individuals consistent with 

the injury? 
• Is the injury on an area of the body which could indicate cause for concern, 

i.e. those areas of the body which are not usually damaged by everyday 
accidents?  For example, is the injury on non-bony parts of the body such 
as eyes, side of face, ears, mouth, neck, upper/inner arms, chest, surface 
of the back, genitals, buttocks, thighs, soles of feet? 

• Does the injury itself indicate cause for concern in terms of the following: 
 

 shape   - clear outline indicating child could not pull away from 
source of injury 

 pattern - finger/thumb marks 
 cigarette burns 
 belt buckle mark 
 bite marks 
 bald patches 
 frequent and numerous - old and new injuries at different healing 

stages  
 unusual position on body - not appropriate to child’s age 
 more serious than would expect from everyday accident 

 
 
4.3 Possible Signs of Neglect 

 
4.3.1 These include:  

 

 constant hunger 

 emaciation 

 constant tiredness 

 poor personal hygiene 

 poor state of clothing 

 untreated medical problems 

 frequent lateness or non-attendance at school  

 low self-esteem 

 destructive tendencies 

 neurotic behaviour (e.g. rocking, constant hair-twisting, excessive thumb- 
sucking, limited social relationships)  

 chronic running away 

 compulsive stealing or scavenging. 
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4.4 Possible Signs of Sexual Abuse 
 

4.4.1 Children under the age of five may: 
 

 become insecure or cling to parent in a fearful way; 

 show extreme fear of a particular person; 

 cry hysterically when their nappy is changed; 

 become hysterical when clothing is removed, particularly underclothes; 

 have some physical signs in the genital or anal areas; smell of semen, etc.; 

 have soreness or bleeding in the throat, anal or genital area; 

 regress to a much younger behavioural pattern; 

 stare blankly, seem unhappy, confused, sad; 

 become withdrawn, stop eating, have chronic nightmares; 

 begin wetting again when previously dry; 

 stop enjoying activities with other children, such as stories or games; 

 change from being happy and active to being withdrawn and fearful; 

 become aggressive and hurtful; 

 act in a sexually inappropriate way towards adults; 

 behave in a way sexually inappropriate to their age, being obsessed with 
sexual matters as opposed to normal exploration; 

 play out sexual acts in too knowledgeable a way with dolls or other 
children; 

 produce drawings or representations of sex organs such as erect penises; 

 repeat obscene words or phrases; and say repeatedly that they are bad, 
dirty or wicked.  

 
4.4.2 Children from the ages of five to twelve may: 

 
• hint about secrets they cannot tell; 
• say that a friend has a problem; 
• ask if you will keep a secret if they tell you something; 
• seem to be keeping secret something which is worrying them; 
• begin lying, stealing, blatantly cheating in the hope of being caught; 
• have unexplained sources of money; 
• exhibit sudden inexplicable changes in behaviour, such as becoming 

aggressive or withdrawn or regressing to younger behaviour patterns; 
• stop enjoying previously liked activities, such as music, sports, art, scouts 

or guides, going to summer camp, gym club; 
• be reluctant to undress for gym;  
• become fearful of or refuse to see certain adults for no apparent reason; 

show dislike of a particular babysitter, relative or other adult; 
 



Section G: Child Protection Guidelines – updated December 2015 21 

Argyll and Bute Council 
Community Services: Education 

Supporting Children: Supporting Effective Learning 
 

 

 
 

• have terrifying dreams; 
• act in a sexual way, inappropriate to their age; 
• draw sexually explicit pictures depicting some act of abuse; 
• start wetting themselves; 
• have urinary infections, bleeding or soreness in the genital or anal areas; 

and 
• have soreness or bleeding in the throat. 

 
4.4.3 Children from age of twelve onwards may: 

 
• be fearful about certain people like relatives or friends; 
• assume the role of parents in the house to such an extent that are taking 

care of everyone’s needs except their own; 
• not be allowed to go out on dates or have friends round; 
• find excuses not to go home or to a particular place; 
• run away frequently; 
• have unexplained sums of money; 
• be unable to concentrate, seem to be in a world of their own; 
• experience memory loss; 
• have recurring nightmares/be afraid of the dark; 
• exhibit a sudden change in school/work habits, begin to truant; 
• be fearful of undressing for gym; 
• be withdrawn, isolated, or excessively worried; 
• have outbursts of anger or irritability;  
• be chronically depressed; 
• be suicidal; 
• use drugs or drink to excess; 
• self-mutilate, show self-hatred; 
• become anorexic or bulimic; 
• be inappropriately seductive; 
• have soreness/bleeding in the genital or anal areas or in the throat; 
• have chronic ailments such as stomach pains and headaches; 
• become pregnant; 
• have a ‘friend who has a problem’ and then tell about the abuse of the 

friend; and 
• sexually abuse a child, sibling or friend. 
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4.5 Possible Signs of Emotional Abuse 

 
These include: 

 
• fear of parents being contacted; 
• admission of punishment which appears excessive; 
• physical, intellectual and emotional development lags; 
• significant decline in concentration; 
• sudden speech disorders; 
• over-reaction to mistakes; 
• continual self-deprecation; 
• fear of new situations; 
• inappropriate emotional responses to painful situations; 
• neurotic behaviour (e.g. rocking, constant hair-twisting, excessive thumb  

sucking); 
• self-mutilation; 
• extremes of passivity or aggression; 
• drug/solvent abuse; 
• chronic running away; 
• compulsive stealing/scavenging; 
• indiscriminate friendliness; 
• social-emotional immaturity.  

 
 
4.6  Possible Signs of Non-organic Failure to Thrive 

 
4.6.1 This condition is normally identified whilst the child is an infant. 

 
4.6.2 Signs which could indicate non-organic failure to thrive include: 

 
• significant lack of growth; 
• weight loss; 
• hair loss; 
• poor skin of muscle tone; and 
• circulatory disorders. 
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4.7  Domestic Abuse, Alcohol and Substance Abuse 

 
4.7.1 Staff should be aware of the need to recognise that domestic abuse, alcohol 

and substance abuse can have serious and long term effects on children. 
 
4.7.2 In addition, it is now recognised that there is a strong connection between 

domestic abuse and child abuse, and indeed between cruelty to animals and 
child abuse. 

 
 

4.8 Children with Special Needs and Very Young Children 
 

4.8.1 There are additional factors to bear in mind when considering the possibility of 
abuse of a child with a disability or a very young child.  Such children can be 
particularly vulnerable to abuse and are targeted by abusers because: 

 
 • they may have greater difficulty in understanding the boundaries of 

appropriate behaviour and contact; 
 • they may have difficulty telling staff, especially if they have no code for 

describing words relating to abuse; 
 • they may have much more contact (than other children of their age) with 

people other than their primary carers. This may involve exposure to 
physical contact and care, including intimate care; 

 • they may live in an environment where their disability or age causes high 
stress levels; 

 • they may have to be involved in intrusive medical treatments and may not 
always be able to differentiate between these and abusive behaviour; and 

• their special needs or age mean that assumptions are often made that no 
one would abuse them.  

 
4.8.2 Children with special needs and very young children may require specific 

arrangements for investigative procedures.  Good practice should mean that 
the other agencies involved would seek the advice and assistance of 
Community Services: Education staff.  It would be expected that staff would 
respond to such requests in the best interests of the children. 

 
4.8.3 A very small minority of children with special needs can display challenging 

behaviour.  It may be necessary for staff to restrain such children if they are at 
immediate risk of inflicting harm on themselves or others, or of damaging 
property.  The physical contact to restrain the child should involve the minimum 
of force necessary to protect the child.  Where possible another member of 
staff should be summoned to assist and witness the restraint. 
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4.8.4 In establishments where such restraint is required as part of regular practice, 

staff should be trained in appropriate procedures and should only restrain 
children according to this training. 

 
4.8.5 Community Services: Education will provide guidance to head teachers 

regarding the use of restraint procedures in its establishments relevant to the 
needs of individual pupils where personal safety would require consideration of 
and formal agreement to the use of limited restraint. 

 
 
4.9 Keeping an Open Mind 

 
4.9.1 A knowledge of the indicators of abuse is essential in order that staff can be 

alert to the possibility that a child or children in their care could have 
experiences of abuse.  Information on the categories and indicators of abuse is 
detailed in Sections 3 and 4 of these guidelines. 

 
4.9.2 However, whilst staff must remain vigilant, it is important to keep an open mind: 

staff have to consider that child abuse could be one of several explanations for 
behaviour which causes concern. 

 
4.9.3 In addition, staff need to be aware that some children who have suffered or are 

suffering abuse do not exhibit any of the more obvious indicators and most will 
not spontaneously or directly tell of their abuse.  

 
 
5. ROLE AND RESPONSIBILITIES OF COMMUNITY SERVICES: EDUCATION IN 

PROTECTING CHILDREN FROM ABUSE 
 
 
5.1 Role of Community Services: Education 

 
5.1.1 The role of Community Services: Education is to be alert to the need to act in 

the best interests of children and in co-operation with other key agencies in 
order to protect children from harm and abuse. 

 
5.1.2 The responsibilities of the authority, establishments, services and individual 

staff extend to: 
 

• training; 
• prevention; 
• reporting; 
• interagency co-operation; 
• support. 
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5.1.3 In line with accepted practice, the Director of Community Services, who has the 
ultimate responsibility for child protection issues, will, in almost all 
circumstances, delegate this responsibility to one of the Heads of Service. 

 
5.1.4 These child protection guidelines and procedures provide the necessary 

information and advice for all staff carrying out these responsibilities.  They will 
be updated as required to take account of changes in legislation, policy and 
practice. 

 
5.1.5 Community Services: Education requires that these guidelines should be 

available for staff reference at all times and should be annually brought to the 
attention of all staff who have responsibility for the welfare of children.  They 
should also be brought to the attention of temporary, sessional and newly 
appointed members of staff as they take up post. 

 
5.1.6 Community Services: Education requires that all its staff, including ancillary 

staff, follow the Action in Response to Grounds for Concern as detailed in 
Section 8 of these guidelines.  It also requires all staff to be familiar with the 
Additional Guidance relevant to their level of responsibility as detailed in 
Sections 9 or 10 of these guidelines.  

 
5.1.7 Community Services: Education requires that Section 10 Grounds for Concern: 

Additional Action Guidance for Any Community Services: Education Employee 
should be displayed on each staffroom wall alongside paragraph 8.2 Grounds 
for Concern: Action Guidance for All Staff.  For ease of reference and display 
these have been reproduced as a leaflet entitled Child Protection Action 
Guidance. 

 
5.1.8 The information in the Additional Action Guidance sections provides detailed 

guidance for Community Services: Education employees in circumstances 
where there are grounds for concern that a child may have been abused. 

 
 
5.2 Role of Head of Establishment or Service 

 
5.2.1 The head is the key member of staff with responsibility for all child protection 

issues. Responsibilities include: 
 

• ensuring that these child protection guidelines and procedures are brought 
to the attention of all staff annually; that they have access to the guidelines, 
are issued with the Child Protection Action Guidance leaflet (paragraph 8.2) 
and that a copy of the leaflet is displayed on each staffroom wall; 
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• ensuring that temporary staff, have access to a copy of the Child Protection 

Action Guidance leaflet and to these child protection guidelines and 
procedures; 

• ensuring the guidance in these Child Protection Guidelines and Procedures 
and the Child Protection Action Guidance leaflet are followed; 

• ensuring, as appropriate, that all staff know that there is a named child 
protection co-ordinator; 

• developing establishment policy and practice to meet national and authority 
advice and ensuring inclusion of child protection issues within the 
development  planning process; 

• enabling attendance at child protection training for self and staff; 
• promoting staff development within the establishment or service; 
• advising, assisting and supporting staff members; 
• establishing a positive ethos which supports and values children and 

contributes to their welfare and general protection;  
• supervising ongoing child protection work, including personal and social 

development initiatives; 
• informing school board and parents of policy, procedures and initiatives 

and; as appropriate, including relevant information in establishment 
handbook; and 

• developing links with other Community Services: Education establishments 
and services and with other agencies to promote the protection of children.  

 
5.2.2 Further information on the role and responsibilities of a head of establishment 

or service can be found in the Scottish Executive document ‘Safe and Well’. 
 
 
5.3 Role of the Child Protection Co-ordinator 

 
5.3.1 All Community Services: Education establishments should have a child 

protection co-ordinator. 
 
5.3.2 In services such as community learning and development, the psychological 

service and area network support there should be a named person for child 
protection. 

 
5.3.3 The duties associated with the co-ordinator’s role or named person will be 

undertaken or delegated by the head, taking account of the circumstances 
relating to each establishment, centre or service. 
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5.4 Range of Duties Associated with Co-ordinator’s Role 

 
5.4.1 The child protection co-ordinator should: 

 
• be conversant with the information contained in these child protection 

guidelines and procedures; 
• support the head of establishment in the development of policy, practice 

and staff development to meet national and local guidance; 
• attend child protection training and co-ordinators’ meetings;  
• support the head in ensuring that these child protection guidelines and 

procedures and the Child Protection Action Guidance leaflet are brought to 
the attention of all staff annually and that they have access to the 
guidelines and a copy of the leaflet; 

• co-ordinate personal and social education programmes; 
• co-ordinate support within the establishment for specific children; 
• co-operate on behalf of the establishment with inter-agency child protection 

support plans; 
• liaise with other establishments and external agencies; and 
• be responsible for regularly updating the child protection agency contact list 

(paragraph 9.10). 
 

5.4.2 Further information on the role and responsibilities of a child protection co-
ordinator can be found in the Scottish Executive document ‘Safe and Well’. 

 
 
5.5 Child Protection Policy 

 
5.5.1 The authority and its establishments and services should develop child 

protection policies which relate to local circumstances and cover the 
responsibilities of the authority, the establishments and services, and individual 
staff. 

 
5.5.2 The child protection policy should cover both the pro-active and the re- active 

aims of child protection. 
 

5.5.3 The policy should be regularly reviewed. 
 
5.5.4 Parents and relevant professionals should be consulted regarding the 

development of a child protection policy and informed thereafter of its contents. 
 
5.5.5 Managers should ensure that other relevant policies of the department, 

establishment or service take account of pertinent issues in relation to child 
abuse to ensure consideration is given to the needs of vulnerable children. 
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6. TRAINING 
 
 
6.1 Knowledge of Guidelines 

 
6.1.1 The authority should provide regular opportunities for training on these child 

protection guidelines and procedures as necessary to enable Community 
Services: Education staff to carry out their roles and responsibilities as outlined 
in the guidelines. 

 
6.1.2 As part of ongoing staff development, the head of a Community Services: 

Education establishment or service should aim to access appropriate training 
on the child protection guidelines and procedures for all staff. 

 
 
6.2 Training Issues 

 
6.2.1 All staff groups require training in a range of child protection issues to enable 

them to carry out their responsibilities as detailed in these guidelines.  The 
detail covered in the training will depend on the level of responsibility of the staff 
members concerned.  The training should enable all staff to feel confident that 
they know and understand their role and responsibilities. 

 
6.2.2 A training programme should be seen as an ongoing, continuous process, 

integral to long term staff development.  Child protection training should not be 
a one-off session. 

 
6.2.3 The head of establishment or service and at least one other member of staff 

should attend child protection training, including that provided by the authority. 
In a secondary school all pupil support staff should be thoroughly familiar with 
the issues. 

 
6.2.4 Such training will develop a deeper understanding of the role and 

responsibilities of Community Services: Education and its relationship with the 
other lead agencies in protecting children from abuse. 

 
6.2.5 Training should be provided in a multi-agency as well as single agency context, 

in particular for issues such as agency roles and responsibilities, networking, 
and support for children and families. 

 
6.2.6 Single or multi-agency training programmes should be part of strategic planning 

and should include effective ways of communicating, collaborating and co-
operating with other professionals and agencies. 

 
6.2.7 Multi-agency training can help procedures and can improve collaboration to 

ensure that action taken is in children’s best interests. 
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6.2.8 Child protection training should not be viewed as divorced from other aspects of 
concern to Community Services: Education staff.  Child protection issues are 
part of the general duty of Community Services: Education to promote the 
welfare of its children through pastoral care and the development of learning 
opportunities aimed to meet the rights and needs of children. 

 
6.2.9 Whilst Community Services: Education staff need to know the actions to follow 

when fulfilling their re-active roles and responsibilities in child abuse, training in 
their pro-active roles and responsibilities is equally important. 

 
6.2.10 Prevention of child abuse is a key role which should underlie the ethos and 

practice of all staff.  There should be a specific focus on training to prepare staff 
to undertake topic work with children. 

 
6.2.11 Training should enable opportunities for dialogue between participants including 

exchange of experiences and perspectives. 
 
 
6.3 Sources of Training 

 
6.3.1 The authority will identify key personnel within its own services to organise and 

deliver training. 
 
6.3.2 The local child protection committee can act as a source of advice and 

expertise in the provision of training, especially multi-agency training. 
 
6.3.3  The Scottish Multi-Agency Child Protection Training and Development Co-

ordinators’ Group is a resource for trainers.  Contact with this group can be 
made through the local child protection committee. 

 
 
7. PREVENTION 

 
 
7.1 Role of Community Services: Education 

 
7.1.1 Education establishments have a significant role in the protection of children 

from abuse.  Their role extends beyond reacting to abuse to include prevention 
of abuse. 

 
7.1.2 All employees are in the unique position of being in contact with children on a 

daily/regular basis throughout early childhood to adulthood.  Employees in this 
position include janitors, auxiliaries, classroom assistants, as well as teaching 
staff, educational psychologists and community education workers. 

 
 
 
 



Section G: Child Protection Guidelines – updated December 2015 30 

Argyll and Bute Council 
Community Services: Education 

Supporting Children: Supporting Effective Learning 
 

 

7.1.3 They have a responsibility as appropriate to their remit, to promote the welfare 
of all children through: 

 
• the development of a positive, caring ethos; 
• the development of the personal and social education curriculum; 
• provision of staff development and training; 
• partnership with parents and other professionals; and 
• monitoring of ICT access and use. 

 
 
7.2 Development of a Positive and Caring Ethos 

 
 

7.2.1 Community Services: Education and its staff should aim to create an ethos 
which: 

 
• promotes values such as equality, openness, tolerance and caring; 
• promotes and rewards positive behaviours of staff and children; 
• enables children to discuss concerns, including concerns about abuse, with 

adults they can trust; and 
• enables children to develop into adults who are less likely to misuse power. 

 
 
7.3 Development of the Personal and Social Education Curriculum 

 
 

7.3.1 Through development planning and staff training, relevant Community 
Services: Education staff should incorporate appropriate materials into the 
personal and social education curriculum. 

 
7.3.2 Curriculum development should be extended in order to help children develop 

skills and values which will assist them: 
 

• to assert their rights while accepting responsibilities, including parental 
responsibilities as adults; 

• to build positive relationships based on equality and non-violence; and to 
resist and avoid being the victims and/or perpetrators of abuse or 
harassment. 

 
7.3.3 The SCCC publication Promoting Personal Safety and Child Protection in the 

Curriculum (SOEID, 1998) is the key reference document on curricular issues 
and materials for Community Services: Education staff. 
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7.4 Key Curricular Issues 

 
7.4.1 There are key issues which should be addressed when planning and delivering 

a curriculum and learning opportunities which aim to promote children’s welfare 
and assist in the prevention of child abuse.  These are as follows: 

 
• a personal safety programme must take account of the emotional 

needs of all children as individuals, including those who are victims or may 
become victims of abuse; 

• a personal safety programme should guard against causing unnecessary 
anxiety and fears for children and should not undermine normal family 
relationships; 

• materials should be appropriate to take account of a child’s age, 
ability and understanding as well as cultural and religious background; 

• particular consideration should be given to children with special educational 
needs; 

• there should be continuity and progression of skills, values, knowledge and 
understanding through the different stages and sectors of education; 

• three key themes should underpin child protection within the curriculum: 
keeping safe, personal development, social development; 

• a list of core skills and values related to child protection should be 
developed for these themes; 

• there should be sensitivity to the needs of staff who deliver this curriculum; 
and 

• there should be an awareness that some staff may themselves have been 
abused and may find this area of work difficult. 

 
7.5 Development and Training 

 
7.5.1 Staff training in the delivery of a personal safety programme should be 

undertaken by all staff in an establishment before any major personal safety 
initiative is undertaken. 

 
7.5.2 An ongoing staff development programme will be required.  This should be 

planned and undertaken in consultation with key personnel in Community 
Services: Education and in collaboration with key personnel in relevant 
agencies. 

 
 
7.6 Partnership with Parents and Other Professionals 

 
7.6.1 Community Services: Education staff should be pro-active in consulting and 

informing parents, members of the community and relevant agency 
representatives of the development, maintenance and review of the personal 
safety programme. 
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7.6.2 This should be undertaken as appropriate in consultation with key personnel in 
Community Services: Education.  This should enable access to any related 
initiatives which are taking place in other services within the authority. 

 
 
7.7 Monitoring of Microtechnology Access 

 
7.7.1 Community Services: Education staff need to be vigilant to protect children 

whose use of the Internet and E-mail within a Community Services: Education 
establishment could render them vulnerable to abuse.  This could happen 
through, for example, downloading pornographic images or direct on line 
contact with abusers. 

 
7.7.2 This issue has been addressed at authority level in the installation of the 

 National Grid for Learning. 
 
7.7.3 The Scottish Executive publication, Click Thinking, Personal Safety on the 

Internet, is the key document for reference.  The aim of the pack is “to clarify 
the potential risks and empower teacher and pupils to use the Internet in a safe 
and informed way”.  The pack focuses on personal safety and well-being. 

 
 
8. ACTION IN RESPONSE TO GROUNDS FOR CONCERN 

 
 
8.1 Role of Community Services: Education Staff 

 
8.1.1 The role of employees in circumstances where there are grounds for concern 

that a child may have been abused is to observe, report, record and co-
operate with Community Services: Social Work and other relevant agencies 
such as police, the Scottish Children’s Reporter Administration and appropriate 
medical personnel. 

 
8.1.2 In such circumstances Community Services: Education staff must keep an 

open mind regarding whether a child or children could have experiences 
of harm significant enough to initiate child protection procedures. 

 
8.1.3 A member of staff should be in a position to respond to a child and to report 

concerns to the head or line manager in a manner which is in the best interests 
of the child, whilst taking account of the needs of other children and staff.  Each 
education establishment or service should develop its own system to enable 
this. 
 

8.1.4 Sections 2-4 of these child protection guidelines and procedures provide 
background information to support Community Services: Education employees 
in fulfilling their responsibilities when observing and responding to concerns of 
possible child abuse. 
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8.1.5 Where there is an emerging concern, it is possible to make a request to the 
local social work area manager for a case discussion meeting.  This meeting 
allows representatives from a number of agencies to discuss these 
emerging concerns to allow a broader picture to be established and possible 
courses of action to be considered. 
 

8.1.6 Section 9 provides specific guidance for heads of establishments or services to 
support them in the action they should follow in response to grounds for 
concern about possible child abuse.  The action to follow is detailed in 
Paragraph 8.2. 

 
8.1.7 Section 10 provides specific guidance for all Community Services: Education 

employees to support them in the action they should follow in response to their 
grounds for concern.  The action to follow is detailed in Paragraph 8.2.  This 
information should be readily available for staff access and should be brought 
to the attention of all staff annually. 

 
8.1.8 Paragraph 8.2 and Section 10 are published as a separate Child Protection 

Action Guidance leaflet for issue to all staff.  This should also be displayed 
prominently in all staff rooms. 
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8.2 Grounds for Concern: Action Guidance for all Community Services: Education 

Employees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A. ALL STAFF should follow Action Steps 1 and 2 as outlined below. 
 

Detailed guidance for staff on these action steps is provided in Section 10 of the child 

protection guidelines and procedures. 

STEP 1 
 
Immediately report your grounds for concern to the head of establishment, child 
protection co-ordinator or to the line manager for your service (or the depute in the 
head’s absence).  Where the grounds for concern are noted by a member of service 
(e.g. psychological services, network support), and the child concerned does not attend 
an education establishment then the staff member should report to his/her head of 
service. 
 
If you have direct evidence or suspicion of child abuse then the only way you can 
protect the child or children is to report the matter immediately. You must ensure that 
your ongoing involvement is in each child’s best interests: you must not wait to gather 
evidence, nor agree to keep the information secret, nor discuss the matter with others. 

 
 

B. Heads and Child Protection Co-ordinators should follow the action points 
listed below in the order they judge appropriate for the particular 
circumstances for each case.  There should be an absolute minimum of 
delay in moving through the Action Points. 

 
Detailed guidance for staff on these action steps is provided in Section 10 of the child 

protection guidelines and procedures. 

 
 
 

STEP 2 
 
Follow the guidance given by the head or child protection co-ordinator in relation 
to recording your concerns, supporting the child and co-operating with subsequent 
actions to investigate the grounds of concern and to protect the child or children 
concerned. 
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ACTION POINTS 
 
Treat the grounds for concern as reported by the member of staff as a priority for action. 
 

 Consider immediate needs of all children involved. 

 Take emergency action if required. 

 Gather information and if appropriate seek clarification (not proof). 

 Ask staff to record relevant information. 

 Store all information in a confidential Incident File. 
 
Immediately report to the duty senior social worker at the social work area office all 
cases where you have grounds for concern about child abuse.  Discuss with the duty 
senior social worker the action to be taken, including when and by whom parents will be 
informed and the child or children interviewed. 
 
Immediately report a medical emergency to the medical services and administer first 
aid if needed before reporting to the duty senior social worker. 
 
Urgent circumstances may require help from the police, e.g. immediate avoidance of 
further abuse, immediate pursuit of an alleged abuser, avoidance of destruction of 
evidence. 
 
If a member of staff is alleged to be involved in child abuse then contact should be made 
with the Director of Community Services or the appropriate Head of Service.  Decisions 
will then be made regarding appropriate action and the involvement of other services. 
 
Record (on the same day) the grounds for concern and action taken using the Child 
Protection Recording Form (see paragraph 9.9).  Send the original report and three 
copies as detailed on the form.  Keep a copy of this information, signed and dated, in the 
Incident File. 
 
Co-operate fully with all statutory agencies who may become involved. 
 
Support the child or children involved as necessary and appropriate. 
 
 
 

The Difference Between Child Protection and Child Abuse Could Be You. 
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9. GROUNDS FOR CONCERN: ADDITIONAL ACTION GUIDANCE FOR THE HEAD OF 

AN EDUCATION ESTABLISHMENT OR SERVICE OR ESTABLISHMENT OR 
SERVICE CHILD PROTECTION CO-ORDINATOR. 

 
This section provides guidance for heads when following the action points 
detailed under 8.2. 

 
 
9.1 Grounds for Concern 

 
9.1.1 Staff must immediately report an allegation or suspicion of child abuse to you if 

there are grounds for concern about the possibility of abuse. 
 

9.1.2 Grounds for concern can arise from a wide range of circumstances and will 
generally be covered by the following circumstances. 

 
• A child states that abuse has taken place or that the child feels unsafe. 
• A third party or anonymous allegation is received. 
• A child’s appearance, behaviour, play, drawing or statement(s) causes 

suspicion of abuse. 
 

Any concerns about a child’s welfare should be reported to the head or child 
protection co-ordinator immediately. 

 
 
9.2 Priority for Action 

 
9.2.1 You must treat an allegation or suspicion of child abuse as a priority for urgent 

consideration and take action which in your professional judgement is in the 
best interests of the child. 

 
9.2.2 As head or child protection co-ordinator, your job is to react swiftly and 

appropriately to an emergency situation or to a situation which causes you to 
have reasonable grounds for concern about child abuse. 

 
 
9.3 Collating Information 

 
 

9.3.1 When collating information it is essential that you remember that it is the 
responsibility of Community Services: Social Work to investigate child abuse.  
Such an investigation, including detailed questioning of any children, will be 
carried out by specially trained staff, frequently in co- operation with the police 
and following structured procedures. 
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9.3.2 It is not your responsibility to: 
 

• investigate suspected or alleged abuse 
• evaluate the grounds for concern 
• seek proof. 

 
9.3.3 It is your responsibility to use your professional judgement and to collate 

information in order to be satisfied that there is a possibility of abuse.  A 
confidential incident file should be opened for keeping records of all statements 
and actions taken. 

 
9.3.4 All staff involved should be asked to make a written note of all relevant 

information and these statements should be placed in the Incident File.  It is vital 
that the incident file be comprehensive and accurate - it might become legal 
evidence at a later stage. 
 

9.3.5 When collating information you should ensure that: 
 

• the welfare of the child is paramount even if this results in tensions between 
the rights of the child and the rights of parents; 

• a future investigation is not contaminated by the information gathering 
process; 

• all information concerning the child and the circumstances is treated as 
confidential; 

• the sharing and discussion of information is on a “need to know” basis; and 
• an open mind is kept regarding the information. 

 
 
9.4 Seeking Clarification 

 
9.4.1 You may be uncertain as to whether the grounds for concern indicate that there 

is a possibility that a child has been abused or is at risk of abuse.  In such 
circumstances further questions for clarification of the suspicion may be asked 
but should not be carried out in order to obtain proof. 

 
9.4.2 For clarification purposes it is appropriate to ask an open question of whoever is 

making the allegation, e.g. “Could you tell me more?”.   Such questioning is 
intended to encourage the speaker to give an accurate account of what has 
happened, in their own words and without pressure and suggestion. 

 
9.4.3 Great care should be taken if the questioning for clarification is undertaken with 

the child who may be the subject of abuse.  Open ended questions 
must be used to enable the child to give the information they have, in the order 
they wish to give it, with the detail they wish to provide and using their own 
words to describe their experiences. 
 
 



Section G: Child Protection Guidelines – updated December 2015 38 

Argyll and Bute Council 
Community Services: Education 

Supporting Children: Supporting Effective Learning 
 

 

9.4.4 The child must not be subjected to a series of interviews by different adults.  If 
you consider that additional questioning of the child is necessary for clarification, 
the member of staff who was initially involved with the child should be supported 
in obtaining this, where possible. 

 
9.4.5 Consideration should be given as to whether the member of staff should talk to 

the child alone or with another appropriate adult. 
 
9.4.6 The purpose of any such questioning is to determine whether grounds exist for 

reasonable suspicion.  At the point where reasonable suspicion is established, 
questioning should stop and the matter should be reported on.  Further 
questioning runs the risk of contaminating the social work investigation. 

 
9.4.7 Initially, in attempting to decide how to respond to the grounds for concern, you 

may decide to seek advice from relevant Community Services: Education 
colleagues.  In deciding whether or not to proceed in reporting your concerns to 
Community Services: Social Work you should err on the safe side in terms of 
ensuring the child’s care and protection. 

 
9.4.8 You may decide to seek advice from a member of Community Services: Social 

Work rather than immediately reporting to the duty senior social worker.  When 
doing so you need to be aware that such discussion could result in Community 
Services: Social Work deciding to start formal investigative procedures.  Should 
this occur you should then follow the guidance in 9.6 (Recording Concerns). 

 
 
9.5 Immediate Reporting 

 
9.5.1 If a medical emergency exists, you must act immediately to ensure medical 

treatment.  First aid and urgent removal to hospital accompanied by an 
appropriate member of staff would be a priority, followed by immediate 
notification of Community Services: Social Work and police, as appropriate. 

 
9.5.2 Where it is known or strongly suspected that a child has been the victim of 

violence or exposed to immediate physical risk, then a formal child protection 
referral must be made immediately. 

 
9.5.3 You must also immediately contact the police when there are urgent 

circumstances such as the immediate avoidance of further abuse, the immediate 
pursuit of an alleged abuser, the avoidance of the destruction of evidence and/or 
the need for Emergency Child Protection Measures. 

 
9.5.4 In all cases, if you as head or child protection co-ordinator consider that there is 

a possibility of abuse then the matter must be reported immediately to the duty 
senior social worker at the local area Community Services: Social Work office. 
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9.5.5 In discussion with the duty senior social worker the following matters should be 
covered: 

 
• details of the grounds for concern; 
• reporting the matter to the police and/or local health authority; 

• consideration of whether there are implications for siblings and other 
children; 

• immediate support needs of child/children involved; 
• how and when parents will be informed; 
• further action to be taken by the head; and 
• action to be taken by Community Services: Social Work. 

 
9.5.6 In circumstances where there are grounds for concern about sexual activity 

which may be abusive involving another pupil or pupils the procedures outlined 
in 8.2 should be followed. 

 
9.5.7 Circumstances where there is sexual activity involving informed consent of 

children under 16 or involving informed consent of a child under 16 with an adult 
who is not a relative (as detailed in paragraph 3.4.4) may or may not need 
social work action or support.  You should err on the side of caution in such 
cases in terms of the child’s welfare and contact Community Services: Social 
Work for advice. 

 
9.5.8 When there are concerns about physical or emotional harm and there are 

indicators that this may have been carried out by another pupil or pupils, then 
you have to make a judgement as to when such matters are at a level of such 
severity that referral to Community Services: Social Work is required.  Again, err 
on the side of caution in terms of the welfare of the children involved. 

 
9.5.9 Any complaint or suspicion that a child has been significantly harmed by a 

person unknown to the child and family should be immediately reported to the 
police. 

 
9.5.10 Any complaint or suspicion that a member of staff has been involved in causing 

significant harm to a child must be reported immediately to the appropriate head 
of service. Decisions will then be made regarding involvement of other agencies. 

 
 
9.6 Recording Concerns 

 
9.6.1 On the same day that the duty senior social worker is informed you must record 

the concerns and action taken by staff using the Child Protection Recording 
Form (Paragraph 9.9).  Then action agreed with Community Services: Social 
Work should also be recorded. 



Section G: Child Protection Guidelines – updated December 2015 40 

Argyll and Bute Council 
Community Services: Education 

Supporting Children: Supporting Effective Learning 
 

 

 
9.6.2 If there is any difference of opinion on any matter between yourself and the duty 

senior social worker this should be recorded. 
 
9.6.3 A copy of this report and subsequent reports, as well as minutes of child 

protection conferences and monitoring meetings, should be kept in the 
confidential incident file. 

 
9.6.4 The key features of the report as recorded in the child protection recording form 

are that it should be: 
 

• accurate 
• objective 
• concise 
• immediate 
• dated 
• signed 
• confidential 

 
9.6.5 Further guidance on the recording of information is provided under Paragraph 

12.3.7, (Child Protection Monitoring Record, Section A). 
 

9.6.6 For all cases where you have contacted Community Services: Social Work 
according to 8.2 procedures, you should complete the child protection recording 
form (9.9) and send the form and copies to the personnel listed 
at the bottom of the form. 

 
9.6.7 The personnel listed on the child protection recording form (9.9) are: 

 
• Community Services: Social Work Area Manager at local area office; 
• Admin Officer, Argyll House, Dunoon for onward distribution to Head of 

Education, Lead Officer Child Protection and Principal Educational 
Psychologist, Secondary Education and Pupil Support; 

 
• Consultant Community Paediatrician (Responsible for Child Protection). 

 
9.6.8 Contact information for the personnel listed in 9.9 should be recorded on the 

child protection agency contact list (see paragraph 9.10). This sheet should be 
regularly updated and should be immediately accessible for emergencies when 
reporting and recording of concerns has to be undertaken. 
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9.7 Co-operating 
 
 

Detailed guidance on co-operating is provided in Section 11 of these guidelines. 
 
 
9.8 Supporting the Child 

 
9.8.1 You must ensure that support is available to the child and member of staff as 

appropriate in the circumstances.  This support should include advising and 
updating the child on what is happening/what is likely to happen next. 

 
9.8.2 You must consider whether there are implications for siblings and other children.  

This could include a situation where the initial allegation or suspicion of abuse 
with regard to a specific child has been made by or involves other children for 
whom the establishment has responsibility.  You should consult with Community 
Services: Social Work regarding giving information to their parents/guardians. 
You should decide on appropriate support for these children. 

 
9.8.3 In deciding who should support a child and be present during any subsequent 

interviews involving social workers and police, the child’s view should be given 
due consideration.  There should also be consideration of issues relating to the 
gender of the adult and the adult’s willingness and ability to respond to the 
child’s ongoing needs. 

 
9.8.4 If any child involved is detained beyond the end of the school day you should 

consult with Community Services: Social Work regarding issues relating to 
informing parents or guardians and getting the child home. 

 
9.8.5 Where you require additional information on educational matters, there should 

be consultation with appropriate members of Community Services: Education. 
 
9.8.6  Further information on supporting children (and staff) is provided in Section 13 of 

these guidelines. 
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9.9 CHILD PROTECTION RECORDING FORM 
 
 
Child’s name   Date of birth  

 
Address  

  
 

  
School  

 
 
 
Sibling’s Name(s)  Date of birth  School Attended 
 
 

    

   
 

  

 
 

    

 
 

    

 
 
Name of Parent(s) / Guardian(s) 
or Carer(s) 

 

  
 
Relationship to Child 

 
 

  
 
Address 

 
 

 
 

 

  
Telephone  
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THE GROUNDS FOR CONCERN  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Name of individual who reported grounds for concern 
to head of establishment (PRINT) 

 

 
Signature 

  
Date 

 

 
 
Person contacted by the 
head of establishment 

  
Designation 

 

 
Date and time contacted   

 
 
Copies of this form should be sent as follows: 
 

 Original to local Duty Officer or Social Worker with whom the Child Protection 
concern was initially raised 

 Copy to Social Work Practice Lead (local team Lead) 

 Copy to Suzanne Harper, Argyll House, Dunoon for distribution to Head of 
Education, Lead Officer Child Protection and Principal Educational Psychologist 

 Copy to Consultant Community Paediatrician (Responsible for Child Protection)  
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9.10 CHILD PROTECTION AGENCY CONTACT LIST 
 

SOCIAL WORK  

Contact Name: 
 
 

Address: 
 

Telephone: 
 

POLICE 

Contact Name: 
 
 

Address: 
 
 

Telephone: 
 

CONSULTANT COMMUNITY PAEDIATRICIAN (Responsible for Child Protection) 

Contact Name: 
 
 

Address: 
 

Telephone: 
 

AUTHORITY REPORTER 

Contact Name: 
 
 

Address: 
 

Telephone: 
 

PRINCIPAL EDUCATIONAL PSYCHOLOGIST 

Contact Name: 
 
 

Address: 
 

Telephone: 
 

HEAD OF EDUCATION 

Contact Name: 
 
 

Address: 
 

Telephone: 
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10. GROUNDS FOR CONCERN: ADDITIONAL ACTION GUIDANCE FOR ANY 

COMMUNITY SERVICES: EDUCATION EMPLOYEE 
 

This section provides guidance for staff when following the steps detailed under 
8.2. 

 
 
10.1   Grounds for Concern 

 
10.1.1 Community Services: Education staff must immediately report to the head of 

establishment or service or child protection co-ordinator if there are grounds for 
concern about the possibility of abuse. 

 
10.1.2 Grounds for concern can arise from a wide range of circumstances as detailed 

in Section 4 of these guidelines and will generally be covered by the following 
circumstances: 

 
• a child states that abuse has taken place or that the child feels unsafe 
• a third party or anonymous allegation is received 
• a child’s appearance, behaviour, play, drawing or statement(s) 

causes suspicion of abuse 
• any concerns about a child’s welfare should be reported to the head 

immediately 
 
 
10.2 Welfare Principle 

 
10.2.1 All action should be taken in the best interests of the child or children. 

Good practice which protects children requires the careful exercise of 
professional judgement and skill. 

 
10.2.2 Actions to protect a child, including following child protection procedures, should 

as far as possible avoid causing any child undue distress or adding 
unnecessarily to any harm that a child has already suffered. 

 
 
10.3 Proof is NOT Required 

 
10.3.1 It is not necessary or indeed safe for a child that a member of staff waits for 

proof or actively gathers evidence of abuse before reporting concerns.  If the 
member of staff suspects from the information available that there is the 
possibility of abuse then immediate action to report this to the head or child 
protection co-ordinator should be taken. 
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10.3.2 In everyday circumstances education staff do question children about injuries, 
behaviour, statements or emotional responses in order to help the child.  Staff 
should continue to do this, but such questioning must stop and immediate action 
to report to the head or child protection co-ordinator must be taken once the 
staff member suspects the possibility of abuse. 

 
10.3.3  Staff should always make sure they use open ended questions when 

questioning children about any matter.  Open ended questions encourage 
children to provide information in the order they wish to give it, with the detail 
they wish to provide and using their own words to describe their experiences.  
Direct or closed questions which put suggestions to the child should not be used 
when questioning children about welfare concerns.  This is most important 
because inappropriate or intrusive questioning is not in the child’s best interests 
and could contaminate a subsequent social work investigation. 

 
10.3.4 If there is a need for discussion with a third party who has raised concerns 

about a child, it is important for evidential purposes and for meeting the child’s 
emotional needs that such discussion is not carried out within the child’s 
hearing. 

 
 
10.4 Secrets Should NOT be Kept 

 
10.4.1 At any time during discussion with a child (or a third party), staff should not 

agree to keep secret any information which implies that a child might have been 
subject to abuse or is at risk of future abuse. 

 
10.4.2 It should be explained that while every effort will be made to keep information 

confidential, if there is cause for concern about a child’s welfare, it will be 
necessary to pass on the relevant information, initially, to the head of 
establishment or child protection co-ordinator. 

 
10.4.3 It should also be explained that the information will be treated with extreme 

sensitivity and will only be conveyed to those professionals who are in a position 
to protect and support the child. 

 
10.4.4 In discussion with a child, he or she should be reassured that they will be kept 

informed of what is happening and will be supported by staff as appropriate. 
Any information subsequently shared with the child should be appropriate to the 
child’s age and stage of development and should not breach the confidentiality 
of any other parties involved. 

 
10.4.5 If a third party is involved, he or she should be informed on a “need to know” 

basis that the matter is now being dealt with according to the appropriate 
procedures.  As confidentiality must not be breached there is no need to specify 
which procedures. The third party can be supported by staff as appropriate. 
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10.4.6   As appropriate, the member of staff to whom the information has been given, 
should try to seek the permission of the child or third party to pass on the 
information to the head child protection co-ordinator.  However, in the interest of 
the child’s safety and well-being, staff must go ahead and report their concerns 
to the head of establishment or child protection co-ordinator immediately, with or 
without consent. In reality, explaining matters in a caring and sensitive way will 
normally secure co-operation. 

 
10.4.7 If the child (or third party) decides to withdraw from speaking to the member of 

staff they should be told that they can have further discussion with any member 
of staff in the future.  They should be told that the head of establishment or child 
protection co-ordinator will be advised that they appear to have some concerns.  
As appropriate they should be given guidance on sources of support outwith the 
establishment. The member of staff should then discuss the matter with the 
head of establishment or child protection co-ordinator. 

 
10.4.8 Staff should be open and honest in explaining the action they plan to take.  

Their approach at this stage is crucial in promoting the immediate well-being of 
the child and in enabling future support plans. 

 
 
10.5 Reporting Grounds for Concern 

 
10.5.1 A member of staff must report grounds for concern about the possibility of 

abuse to the head of establishment or child protection co-ordinator immediately 
with or without the consent of the child or children concerned. 

 
10.5.2 The member of staff should not consult with, nor share the information with 

anyone else other than the head of establishment or the child protection co-
ordinator or any person deputising for these individuals. 

 
10.5.3 If the member of staff is from one of the department’s support services then 

he/she should report the matter to the head or child protection co-ordinator of 
the establishment the child attends.  If the child does not attend an education 
establishment then the member of staff should report to the manager of their 
own service. 

 
10.5.4   On no account should staff tell a parent about what has happened at this stage.  

Involvement of parents will be determined on the advice of Community 
Services: Social Work. 
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10.5.5 On trips or residential breaks, staff should follow the procedures as set out in 
these guidelines and contact the head of the establishment or service or child 
protection co-ordinator.  If there is an emergency or the head or head’s delegate 
cannot be contacted immediately then the member of staff should contact the 
local social work or police offices and other emergency services as appropriate 
to the circumstances. 

 
10.5.6 Staff taking children on trips abroad should make immediate contact with the 

head or a designated senior member of staff, who will co- ordinate any 
necessary referral procedures.  If contact cannot be made with an appropriate 
senior manager from the establishment, then the appropriate head of service in 
education should be contacted.  Please refer to Standard Circular 3.25 for 
further information and guidance. 

 
 
10.6 Exceptional Circumstances 

 
10.6.1 On the rare occasions when a member of staff is not satisfied with the head’s 

decision in response to the grounds for concern, the member of staff should 
attempt further discussion with the head.  At this point, it may be helpful to 
involve the Quality Improvement Officer Pupil Support in this discussion to 
obtain their professional opinion on the matter.  If the member of staff is still 
unsatisfied after further discussion and continues to have concerns about the 
possibility of abuse, the member of staff can act as a member of the public and 
refer the matter to the police, Authority Reporter or Community Services: Social 
Work.  It is advised that this action is undertaken only in extreme cases and the 
member of staff should inform the head of their action. 

 
10.6.2 If the member of staff suspects that the head has been involved in child abuse 

then this must be reported immediately to the appropriate head of service. 
 
 
10.7 Recording Concerns 

 
10.7.1 The member of staff must record what has occurred as soon as possible on the 

same day.  The head or child protection co-ordinator will request this and 
provide guidance as necessary.  The record should be dated and signed and 
should be kept in the confidential Incident File in agreement with the head of 
establishment or child protection co-ordinator.  It may be required as part of the 
child protection process or as evidence for future criminal prosecution. 

 
10.7.2 Para 12.3.7, (Child Protection Monitoring Record, Section A) provides guidance 

on the recording of information. 
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10.8 Supporting the Child 
 

10.8.1 Community Services: Education employees have a responsibility to support a 
child as appropriate within an establishment or service throughout the child 
protection process.  This will normally be in co- operation with other relevant 
personnel. 

 
10.8.2 Guidance for staff involved in supporting children is contained in Section 13 of 

these guidelines. 
 
 
 
10.9 Co-operating 

 
10.9.1 Following reporting and recording of concerns, education staff should co-

operate fully with subsequent inquiries, investigations and support plans as 
directed by the head of establishment or child protection co-ordinator and in 
consultation with appropriate agency representatives. 

 
10.9.2 Co-operation could involve attendance at case discussions, child protection 

conferences and reviews if agreed by the head of establishment or child 
protection co-ordinator. 

 
10.9.3 Further guidance on co-operating is provided in Section 11 of these guidelines. 

 
 
11. CO-OPERATING 

 
 
11.1 Co-operating with Inquiries 

 
11.1.1 The local authority has a corporate responsibility for the care and protection of 

children.  All Community Services: Education staff have a responsibility to co-
operate with the inquiries of Community Services: Social Work and any other 
statutory agency into any allegation of child abuse.  This includes occasions 
when the initial referral was not initiated by Community Services: Education 
staff. 

 
11.1.2 This co-operation will involve providing background information on the child and 

family and provision of specific evidence, including reports and relevant 
examples of a child’s work.  It may also involve attendance at case discussions, 
child protection conferences and review meetings.  Staff should be aware that 
parents may have access to all reports and may attend meetings. 
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11.1.3 Community Services: Education staff are expected to assist the police in their 
inquiries.  Should a case go to court, staff should be aware that citation as a 
witness or formal requests made by a court involve a legal obligation to comply. 

 
11.1.4 Staff should also co-operate fully with all inquiries conducted by the Authority 

Reporter, including provision of reports and attendance at any Children’s 
Hearing, as appropriate to the circumstances.  Parents are given copies of 
reports and they and the child/children are likely to be at the hearing. 

 
11.1.5 Assistance should also be offered to medical authorities as required.  Staff 

should note that they are not in a position to provide consent to a medical 
examination in any circumstances (see paragraph 2.10). 

 
11.1.6 The head of establishment or service or child protection co-ordinator will be 

responsible for enabling the most appropriate member of staff to provide 
information and attend meetings.  This will be the person who can best 
represent the child’s interests. 

 
11.1.7 Consideration should be given to determining how the child’s view, as known to 

education staff, should be represented. 
 
 
11.2 Co-operating with an Investigative Interview 

 
11.2.1 At the planning stage of an investigative interview it may be agreed that the 

interview should take place in the education establishment attended by the 
child. 

 
11.2.2 Social workers and police should take account of the wishes of the child when 

making arrangements for the interview. 
 

11.2.3 In planning an investigative interview it is good practice for social workers and 
police to consult with education staff regarding the needs of the child, including 
the best means of communicating with the child, particularly if the child is very 
young or has special educational needs. 

 
11.2.4 It is also good practice for consideration to be given to the availability of an 

appropriate member of staff to support the child during the course of the 
interview process, especially if it is taking place in the education establishment.  
The member of staff may be present during the interview if this meets with the 
child’s consent and is agreed by the professionals involved.  Otherwise, the 
member of staff should be available to support the child outwith the actual 
interview, as required. 
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11.2.5 There may be cases where, in order to ensure the child’s safety, the police or 
social workers may carry out an investigative interview without parental consent 
or participation, and, in occasional circumstances, without the parents’ 
knowledge.  The agency making this decision will record the reason for any 
decision to limit parents’ or carers’ involvement but will only proceed if the child 
has agreed to be interviewed. 

 
11.2.6 In the event of such an interview proceeding in education premises the head or 

a delegated member of staff should offer to be present if the child is in 
agreement.  The appropriate Community Services: Education head of service 
should then be informed that such an interview has taken place. 

 
 
11.3 Communication Between Agencies 

 
11.3.1 Communication at all stages in the child protection process is a vital component 

of interagency co-operation.  There should be reciprocal provision of information 
and feedback between agencies.  If education staff require specific information 
or feedback they should make direct contact with the agency concerned.  The 
Argyll & Bute Information Sharing Protocol will provide guidance on this matter. 

 
11.3.2 The child protection process can break down if a child changes address or uses 

a new name.  When there is any level of suspicion of abuse or risk of future 
abuse in the case of a child who has just enrolled in an establishment and 
whose background is not well known, the head of the establishment or child 
protection co-ordinator should consult with the duty social worker as to whether 
the child could be on the child protection register under another name or in 
another region. 

 
11.3.3 Similarly if a child about whom there are concerns, including a child who is on 

the child protection register, changes name or address the head should advise 
Community Services: Social Work. 

 
11.3.4   If the child leaves the establishment the head should try as far as possible to 

confirm where the child has been enrolled and inform Community Services: 
Social Work of this.  There should be discussion about passing on information 
immediately to the receiving establishment, including information about the 
child’s needs.  

 
11.3.5 In all cases of children in attendance at education establishments, the head can 

expect to be advised by the area social work office of the names of those 
children who are on the child protection register.  Additional injuries to these 
children, suspicion of abuse or unexplained absences should always be 
reported immediately to the area office of Community Services: Social Work. 
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12. MONITORING2 

 
 
12.1 When to Monitor 

 
12.1.1 Where there are grounds for concern about child abuse, staff should take 

immediate action to report these concerns as detailed in Section 8 of these 
guidelines.  It would not be appropriate to monitor in such circumstances solely 
within the establishment.  Additional guidance relating to the immediate action 
to follow is detailed in Sections 9 and 10 of these guidelines. 

 
12.1.2 Monitoring may be identified as appropriate at any stage during the child 

protection process, in particular to provide ongoing information whilst the formal 
investigation is undertaken by Community Services: Social Work and the police.  
Monitoring may also be one outcome of the child protection process. 

 
12.1.3 Monitoring may be highlighted as a role for Community Services: Education 

staff in the child protection plan.  This will be agreed by agencies as part of 
multi-agency collaboration to protect a child whose name is placed on the child 
protection register. 

 
12.1.4 In all circumstances the child protection monitoring process should be 

undertaken by Community Services: Education staff following consultation and 
agreement with other professionals.  

 
12.1.5  The decision to monitor any subsequent actions should be made on the basis of 

the level of concern about the risk to the children.  The principle that the child’s 
welfare is paramount should always be followed. 

 
 
12.2 Child Protection Monitoring Issues 

 
12.2.1 A careful, pre-planned system of monitoring over time is likely to produce a 

better outcome for the child than a hasty, ill-prepared intervention.  Systematic 
and effective monitoring is a continuous process and requires time and 
perseverance. 

 
12.2.2   It may be desirable, especially where several members of staff are involved, to 

arrange an education planning meeting to discuss the details of the child 
protection monitoring plan.  Personnel from other agencies should be included 
as appropriate. 

 
 

 
2 Much of the information in this chapter is adapted from an article by Anne Peake in The Child Protection 
Handbook edited by Wilson and James (1995). 
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12.2.3   Monitoring is best carried out by the member of staff who has most contact with 

the child, knows the child best or is best placed to make systematic recordings.  
At the primary or pre-school stage this is likely to be the class teacher or child’s 
key worker.  In secondary schools this is most likely to be the guidance teacher 
in collaboration with subject teachers. 

 
12.2.4 The person who is carrying out the monitoring should be supported and advised 

by the head or their depute and the child protection co-ordinator.  They in turn 
can seek advice from representatives in Community Services: Education or 
from other agencies such as Community Services: Social Work, Scottish 
Children’s Reporter Administration (SCRA), police or health personnel. 

 
12.2.5 A planned and recorded monitoring process enables staff to contribute more 

effectively at child protection conferences and to provide reports on children 
which will better assist in the protection planning. 

 
12.2.6 Furthermore, a planned monitoring record enables other professionals to have a 

clearer understanding of the role of Community Services: Education staff.  As a 
result, expectations are realistic and misunderstandings which can arise 
between professionals may be reduced. 

 
12.2.7 The monitoring process can increase the confidence of Community Services: 

Education staff regarding their contribution to the child protection process. 
 

12.2.8 In general practice it is desirable for Community Services: Education staff to 
contact parents in order that they can work together to promote a child’s 
welfare.  However, when monitoring is being undertaken as part of a child 
protection process the decision to involve parents will be taken in consultation 
with social workers and police. 

 
12.2.9 Activities planned for the purpose of monitoring must be appropriate, balanced 

and open ended to avoid influencing the child’s behaviour.  The child should be 
observed in both structured and unstructured settings as children’s behaviour 
can vary according to the circumstances in which they find themselves. 

 
 
12.3 The Child Protection Monitoring Record 

 
12.3.1 Monitoring observations should be recorded in a notebook used specifically for 

the purpose of monitoring that child.  It should be kept confidential and in a 
secure place.  It may be kept with the incident file held by the head. 

 
12.3.2 The child protection monitoring record should provide a concise, chronological, 

objective, unbiased account and should not state any opinions.  Each entry 
should be made on the day to which it refers and should be dated and signed. 
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12.3.3 A standard outline should be adopted for the monitoring record as detailed in 
paragraph 12.3.7 of these guidelines.  However, this can be modified to take 
account of particular circumstances, the specific needs of the child and the level 
of professional concern. 

 
12.3.4 The child protection monitoring record may contain a series of incidents 

depending on the length and intensity of the monitoring period.  However care 
should be taken not to extend the monitoring period indefinitely.  A decision has 
to be made, involving relevant personnel, as to when to terminate the 
monitoring process. 

 
12.3.5 On termination of the monitoring process the child protection monitoring record 

should be kept in a safe place for 5 years and should remain within the custody 
of Community Services: Education. 

 
12.3.6 The standard outline of the child protection monitoring record can also be used 

when completing the child protection recording form (see Paragraph 9.9) which 
is part of the action guidance procedure. 

 
12.3.7 The child protection monitoring record may include sections as detailed below: 

 
 

Child Protection Monitoring Record3 

 
 

Section A: Record of Child’s Behaviour 
 

As appropriate to the circumstances this section should include details of: 
 

• the actual incident/behaviour; 
• where it took place; 
• when it took place; 
• with whom it took place; 
•   its duration; 
• its intensity; 
•  its frequency; 
• the sequence of events; 
• how the child’s behaviour related to the behaviour of others; 
• specific questions or behaviours that were used to elicit the child’s 

response; and 
• the child’s view or explanation. 

 
 
 
 

3 Adapted from Anne Peake’s article: “Role of the Teacher”, in the Child Protection Handbook (1995). 
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The information could be detailed under the following headings: 

 
• Attendance 
•  Behaviour 
• Language 
• Social Interactions 
• Drawings/Writing/Statements 
• Physical Indicators 
• Contact with Parents 

 
Example of the child or young person’s work can be included as appropriate. 

 
 

Section B: The Monitoring Process 
 

As appropriate to the circumstances this section may include details of: 
 

• planning meeting; 
• time scale of monitoring; 
• individuals involved; 
• action plan; 
• review date; 
• decision as to when to involve parents; 
• decision to continue/discontinue monitoring; 
• decision on whether to instigate child protection procedures 
• or to re-contact Community Services: Social Work for further consultation; 

and 
• decision regarding storing of the child protection monitoring record. 

 
 
13. SUPPORT 

 
 
13.1 Support for Children 

 
13.1.1 A child who has been abused or is at risk of abuse will require support from the 

beginning of a child abuse investigation to beyond the close of the child 
protection process. 

 
13.1.2 Community Services: Education staff who have regular, ongoing contact with 

children are in a key position to provide general support.  Taking account of 
gender, race, religious and cultural issues, they should aim to meet a continuum 
of need, through personal guidance and the development of a supportive school 
ethos. 
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13.1.3 The degree and type of support required will depend on the individual 
circumstances of the child and family and is best determined within a 
multidisciplinary forum involving education staff. 

 
13.1.4 When providing support for children, staff need to be aware of the specific 

needs of the child as a person and not purely as a child who has been abused. 
 

13.1.5 Any support plan as agreed in a multi-agency forum should take account of the 
needs of the individual child within the context of an establishment or service 
ethos which supports and values all children. 

 
13.1.6 The support provided by Community Services: Education and its staff could 

include child protection monitoring, provision of support for learning, attendance 
monitoring, pastoral care and guidance, access to medical support and 
psychological services, protection from bullying and harassment. 

 
 
13.2 Interagency Co-operation 

 
13.2.1 The quality of links between education staff and other agencies is a vital factor 

in determining the quality of care and support available to a child.  Staff at 
authority, establishment and service levels should be pro- active in establishing 
close regular contact with the local department of social work, police, the 
Scottish Children’s Reporter Administration and health personnel. 

 
13.2.2  Where support for a child and family is being provided by other agencies, 

education staff should expect to be kept informed and should be able to consult 
with these agencies regarding any implications for the meeting of the child’s 
educational, social and emotional needs. 

 
13.2.3 Equally, when such support is being provided by other agencies, in particular for 

those children who are very young or have additional support needs, education 
staff should be available for consultation to give advice to these other agencies. 

 
13.2.4 Supportive action to be undertaken by education staff should be agreed in most 

instances as part of a multi-agency child protection plan discussed at a child 
protection conference or review. 

 
13.2.5 In circumstances where a child’s case does not reach a case discussion or a 

child protection conference, but where staff consider that there is a need for 
specific educational support to be provided, then staff should consult with 
appropriate education personnel regarding meeting the child’s needs. 
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13.3 Guidance on Staff Interaction with Children 
 

13.3.1 When providing support for any child, but in particular for a child where abuse or 
risk of abuse is an issue, staff should take account of both the need to set limits 
on contact and the need to protect themselves from allegations of impropriety. 

 
13.3.2 The following list provides guidance for staff interaction with children. 

 
• Demeaning or suggestive remarks should never be made to or in the 

presence of children. 
• In certain circumstances staff have to provide privacy in their contact with 

children but they should always consider the appropriateness of being with a 
child on their own, especially if this involves being out of earshot or vision of 
a colleague. 

• Supervision on trips, including residential excursions, should always be in 
accordance with recommended local authority procedures as laid out in 
management guidance. Please refer to Standard Circular 3.25. 

• Staff should always be able to justify physical contact with a child in any 
situation. 

• Physical contact to comfort and reassure a child should be agreeable to 
both the child and the adult, should be limited, and should be appropriate to 
the child’s gender, age, religion, racial and cultural background. 

• Physical contact in order to provide care for a child should only involve the 
level of contact necessary to provide such care. 

• Some children with additional support needs will require a higher level of 
physical care than other children of their age but the physical contact 
involved should be limited to that necessary to provide such care. 

• Physical contact involving restraint should involve the minimum of force 
necessary to protect a child who is at imminent risk of inflicting harm to self 
or others or is at risk of damaging property. 

• If one member of staff has to use physical restraint then another member of 
staff, where possible, should be summoned to witness and assist. 

• If a member of staff has concerns about a relationship that is developing 
with a child, on the part of either individual, then these concerns should be 
shared with a senior member of staff. 

 
 
13.4 Response to a Child Who Alleges Abuse 

 
13.4.1 When a child is disclosing details of abuse, (especially sexual abuse), to a 

member of staff, it is important that staff know how to respond to the child.  This 
is in the child’s best interests not only at the time of disclosure but also in order 
to promote the child’s future ability to survive the abuse and the aftermath of the 
disclosure. 
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13.4.2 The member of staff should respond in the following manner. 
 

• listen with care 
• treat the allegation in a serious manner 
• re-assure the child that he or she is right to tell 
• affirm the child’s feelings as expressed by the child 
• do not give a guarantee of confidentiality or secrecy 
• do not ask leading questions 
• ask open ended questions which seek to clarify information already given 
• do not interrogate the child 
• do not show disbelief 
• avoid being judgemental 
• do not introduce personal or third party experiences of abuse 
• avoid displaying strong emotions 

 
 
13.5 Support Needs of a Child After Reporting 

 
13.5.1 Following the reporting of concerns, the child in question may require continuing 

support from Community Services: Education staff.  In the interest of 
confidentiality, specific information to assist staff in supporting the child should 
only be shared with those staff who need to know. 

 
13.5.2 It is important that a specific member of staff is identified as able to respond to 

any specific needs which may arise. 
 

13.5.3 As necessary, guidance should be sought from relevant Community Services: 
Education personnel or other agency representative in order to meet specific 
needs. 

 
13.5.4 The support being offered should address the needs of the child as identified by 

all those involved, including the parents if this is appropriate in the 
circumstances. 

 
13.5.5 The support provided by education staff should aim over time to meet the 

following needs of the child:4 

 
• to be treated as “normal” (i.e. as a whole child and not solely as a child who 

has been abused); 
• to be safe; 
• to be with adults who are dependable; 
• to be given the opportunity to express and explore feelings; 
• to develop a sense of self-worth; 
• to develop a sense of belonging; 

 
4 This list is adapted from training materials provided by Maureen Saunders who is co-author of Out in the Open 
(1990). 
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• to form positive and appropriate relationships; 
• to learn the boundaries of relationships; 
• to learn behaviour appropriate to different relationships; and 

• to be provided with learning opportunities to promote potential across all 
areas of development. 

 
 
13.6 Welfare Support for Staff 

 
13.6.1 These child protection guidelines and procedures do not require staff to make 

allegations or to carry out investigations but to react to their suspicions or 
concerns for the well-being of children in good faith and in terms of the 
guidelines. 

 
13.6.2 It is recognised that dealing with concerns or suspicions relating to child abuse 

can have stressful consequences for staff.  Support for staff in these 
circumstances is essential not only in order to meet the needs of the staff 
involved in the child protection process but also to meet the ongoing needs of 
the children concerned. 

 
13.6.3 In all interactions between staff involved in child protection there has to be 

sensitivity to the possibility that some members of staff may have personal 
experiences of child abuse. 

 
13.6.4 A member of staff may choose to disclose personal experiences and may 

require to be directed to appropriate sources of help. 
 
 
13.7 Staff Support within an Establishment 

 
13.7.1 When agreeing the support to be offered to a child, consideration should be 

given to the support needs of staff who are required to implement the support 
whilst also meeting the needs of those other children who are their 
responsibility. 

 
13.7.2 It is the responsibility of the head of establishment or service in liaison with the 

child protection co-ordinator (as appropriate) to arrange staff support.  Care 
must be taken to ensure that staff are protected from unacceptable levels of 
stress. 

 
13.7.3 Staff support is provided through: 

 
• provision of guidelines on child protection; 
• training on child protection guidelines and procedures and related issues; 
•  development of a whole school policy on child protection; 
• inclusion of child protection in the development planning process; 
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• provision of structures at authority and establishment level which ensure all 

staff have regular information on child protection policy, procedures and 
guidelines; 

• provision of support networks within the establishment or service, both 
formal and informal; 

• opportunities for consultation and collaboration with colleagues in other 
education and cultural services establishments and services; 

 • access to authority staff support or counselling services 
• opportunities for consultation and collaboration with other agencies; and 
• access to outside support in specific cases, which could include contact with 

their trade union or professional association. 
 
 
13.8 Appearing in Court 

 
13.8.1 Staff need specific support in relation to court proceedings should they be 

required to give evidence in court.  The council’s legal services will ensure that 
members of staff are offered the necessary preparation and support. 

 
13.8.2 Advice on these matters is available to the head of establishment through the 

appropriate Community Services: Education head of service. 
 

13.8.3 Preparation for appearing in court could form part of an interagency training 
programme. 
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