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SAFER RECRUITMENT POLICY 1

The safe recruitment of freelance staff at Canopy Forest

School is the first step to safeguarding and promoting the

welfare of children who attend our sessions. Canopy Forest

School is committed to safeguarding and promoting the

welfare of all students in its care. Canopy Forest School

expects all freelance staff and volunteers to share this

commitment.

To make sure we recruit suitable freelance Forest School

practitioners, we will ensure that those involved in the

recruitment will have received safer recruitment training.

The aims of this Safer Recruitment Policy is to help deter,

reject or identify people who might abuse pupils or who are

otherwise unsuited to working with them, by having robust

freelance staff appointment processes and procedures in

place.

The aims of Canopy Forest School’s Safer Recruitment Policy

are as follows:

To ensure that Canopy Forest School meets its

commitment to safeguarding and promoting the

    welfare of children and young people by carrying out all

necessary pre-employment checks:

To ensure compliance with all relevant legislation,

recommendations and guidance including the statutory

guidance published by the Department for Education

(DfE), Keeping Children Safe in Education - September

2021 (KCSIE), the Prevent Duty Guidance for England and

Wales 2015 (the Prevent Duty Guidance) and any

guidance or code of practice published by the Disclosure

and Barring Service (DBS)

To ensure that the best possible freelance staff are

recruited on the basis of their merits, abilities and

suitability for the position

 To ensure that all job applicants are considered equally

and consistently

To ensure that no job applicant is treated unfairly on any

grounds including race, colour, nationality, ethnic or

national origin, religion or religious belief, sex or sexual

       orientation, marital or civil partner status, disability or age

 

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

Any Canopy Forest School staff involved in the recruitment

and selection of staff are responsible for familiarising

themselves with and complying with the provisions of this

policy.

Canopy Forest School has a principle of open competition in

its approach to recruitment and will seek to recruit the best

applicant for the job. The recruitment and selection process

should ensure the identification of the person best suited to

the job at Canopy Forest School are based on the applicant’s

abilities, qualifications, experience and merit as measured

against the job description and person specification.

The recruitment and selection of freelance staff will be

conducted in a professional, timely and responsive manner

and in compliance with current employment legislation,

relevant safeguarding legislation and statutory guidance.

If a member of staff involved in the recruitment process has a

close personal or familial relationship with an applicant, they

must declare it as soon as they are aware of the individual’s

application and avoid any involvement in the recruitment

and selection decision making process.

Canopy Forest School aims to operate this procedure

consistently and thoroughly while obtaining,

collating, analysing and evaluating information from and

about applicants applying for freelance job vacancies.

Roles and Responsibilities

It is the responsibility of Canopy Forest School to:

 Ensure Canopy Forest School has effective policies and

procedures in place for recruitment of all staff and

volunteers in accordance with DfE guidance and legal

requirements and to monitor Canopy Forest School’s

compliance with them
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SAFER RECRUITMENT POLICY 2

It is the responsibility of any freelance staff involved in

recruitment to:

Ensure that Canopy Forest School operates safe

recruitment procedures and ensures all appropriate

checks are carried out on all staff and volunteers who

work for Canopy Forest School.

To promote the welfare of children and young people at

every stage of the procedure

Monitor contractors’ and freelance staff compliance

within safeguarding

Ensures that at least one member of the recruitment

panel is in receipt of up-to date safer recruitment training

(compliance – training to be updated every three years)

Canopy Forest School has delegated responsibility to Emma

Clode to lead on all appointments. 

All freelance staff contracted by Canopy Forest School  are

required to have an enhanced DBS check and a Children's

Barred List check.

If  Canopy Forest School has concerns about an existing

member of staff’s suitability to work with children, we will

carry out all the relevant checks as if the individual was a new

member of staff. 

We will refer to the DBS anyone who has harmed, or poses a

risk of harm, to a child or vulnerable adult where:

 we believe the individual has engaged in relevant

conduct; or

The individual has received a caution or conviction for a

relevant offence, or there is reason to believe the

individual has committed a listed relevant offence, under

the Safeguarding Vulnerable Groups Act 2006 (prescribed

Criteria and Miscellaneous Provisions) Regulations 2009;

or

The ‘harm test’ is satisfied in respect of the individual (i.e.,

they may harm a child or vulnerable adult or put them at

risk of harm); and

The individual has been removed from working in

regulated activity (paid or unpaid) or would have been

removed if they had not left

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

To ensure equality of opportunity, Canopy Forest School will

advertise all vacant posts to encourage as wide a field of

applicant as possible; normally this entails an external

advertisement. Any advertisement will make clear Canopy

Forest School’s commitment to safeguarding and promoting

the welfare of children and that safeguarding checks will be

carried out.

All documentation relating to applicants will be treated

confidentially in accordance with General Data Protection

Regulations (GDPR). Advertised roles will make clear the

safeguarding requirements and responsibilities of the

role, such as the extent to which the role will involve contact

with children. 

Canopy Forest School uses its own application form and all

applicants for employment will be required to complete an

application form containing questions about their academic

and full employment history and their suitability for the role.

In addition, all applicants are required to account for any

gaps or discrepancies in employment history. Incomplete

application forms will not be shortlisted. CVs will not be

accepted as a standalone overview of employment history.

The application form will include the applicant’s declaration

regarding convictions and working with children and will

make it clear that the post is exempt from the provisions of

the Rehabilitation of Offenders Act 1974. . Therefore, any

convictions and cautions that would normally be considered

‘SPENT’ must be declared when applying for any position

within Canopy Forest School.

It is unlawful for Canopy Forest School to employ anyone

who is barred from working with children. All applicants will

be made aware that providing false information is an offence

and could result in the application being rejected or

summary dismissal if the applicant has been selected,

and referral to the police and/or the DBS.
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SAFER RECRUITMENT POLICY 3

The application pack will include a link to Canopy Forest School

Handbook. Applicants will be required to provide the following

information:

Personal details, current and former names, current address

and national insurance number;

 Details of their present (or last) employment and reason for

leaving;

Full employment history, (since leaving school, including

education, employment and voluntary work) including

reasons for any gaps in employment;

Qualifications, the awarding body and date of award;

Details of referees/references (see below for further

information); and

A statement of the personal qualities and experience that

the applicant believes are relevant to their suitability for the

post advertised and how they meet the person specification

A job description is a key document in the recruitment process

and must be finalised prior to taking any other steps in the

recruitment process. It will clearly and accurately set out the

duties and responsibilities of the job role.

The person specification is of equal importance and informs the

selection decision. It details the skills, experience, abilities and

expertise that are required to do the job.

Shortlisting

Canopy Forest School shortlisting process will include at least

two people and will consider any inconsistencies and look for

gaps in employment and reasons given for them, and explore

any potential concerns.

Shortlisted candidates are asked to complete a self-declaration

of their criminal record or any information that would make

them unsuitable to work with children, so they have the

opportunity to share relevant information and discuss it at

interview stage. The information we will ask for includes;

Whether they are included on the barred list

 Whether they are prohibited from teaching

Information about any criminal offences committed in any

country in line with the law as is applicable to England and

Wales

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

Any relevant overseas information

If they are known to the police and children’s social care

Whether they have been disqualified from providing

childcare

Candidates are asked to sign a declaration confirming the

information they have given provided is true. If the

declaration is signed electronically, the candidate will be

asked to physically sign a hard copy of the application form

at the point of interview. 

Following updated guidance in Keeping Children Safe in

Education; Canopy Forest School will undertake an online

check. See supporting document ‘Online Check for

Shortlisted Candidates’.

References

We will seek references after an interview before

appointment. All offers of employment will be subject to the

receipt of a minimum of two references which are

considered satisfactory by Canopy Forest School. One of the

references must be from the applicant's current or most

recent employer and be completed by a senior person with

appropriate authority. If the current / most recent

employment does / did not involve work with children, then

the second reference should be from the employer with

whom the applicant most recently worked with children.

The referee should not be a relative. References will always

be sought and obtained directly from the referee and their

purpose is to provide objective and factual information to

support appointment decisions. All referees will be asked

whether they believe the applicant is suitable for the job for

which they have applied and whether they have any reason

to believe that the applicant is unsuitable to work with

children. Any discrepancies or anomalies will be followed up

and direct contact by phone will be undertaken to verify

references. . If a candidate is not currently in employment –

verification of the individuals most recent employment will

be obtained
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SAFER RECRUITMENT POLICY 4

Interviews

There will be a face-to-face interview with Emma Clode who

has undertaken formal Safer Recruitment Training. The

interview process will explore the applicant’s ability to carry out

the job description and meet the person specification. It will

enable Canopy Forest School to explore any anomalies or gaps

which have been identified in order to satisfy themselves that

the chosen applicant can meet the safeguarding criteria (in line

with Safer Recruitment Training), find out the candidate’s

motivation for working with children and discuss relevant

experience. Any information in regard to past disciplinary

action or allegations, cautions or convictions will be discussed

and considered in the circumstance of the individual case

during the interview process, if it has not been disclosed on the

application form. All information considered and decisions

made will be recorded. Canopy Forest School will retain all

interview notes on all unsuccessful candidates for a period of 6

months.

If it is decided to make an offer of freelance employment

following the formal interview, any such offer will be

conditional on the following:

 The agreement of a mutually acceptable start date and the

signing of a contract

 Verification of the applicant's identity;

The receipt of two references (one of which must be from

the applicant's most recent employer) which Canopy Forest

School considers to be satisfactory;

Confirmation that candidates are not disqualified under the

2018 Childcare Disqualification Regulations and Childcare

Act 2006.

 Confirmation that candidates are not subject to a

prohibition order if they are to be employed in a teaching

role

 Verification of the applicant's mental and physical fitness

for the role;

Verification of the applicant's right to work in the UK. Note:

school will keep a copy of this verification for the duration of

the member of staff’s employment and for 2 years

afterwards;

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

Verification of professional qualifications which Canopy

Forest School deems a requirement for the post, or

which the applicant otherwise cites in support of their

application. 

Induction Programme

All new employees will be given an induction programme

which will clearly identify Canopy Forest School’s policies

and procedures, including the Child Protection Policy, the

Code of Conduct and Part One of KCSIE2021, and make clear

the expectations which will govern how staff carry out

their roles and responsibilities.

Single Central Record

 Canopy Forest School maintains a Single Central Record

which contains details of the following:

All freelance employees who are employed to work at

Canopy Forest School

All volunteers and visitors 

A letter of Assurance

Canopy Forest School will always give each School that we

work within A Letter of Assurance about Canopy Forest

School staff that are working within their grounds.
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SAFEGUARDING  POLICY 1 
C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

Canopy Forest School believes that it is always unacceptable

for a child or young person to experience abuse of any kind

and recognises its responsibility to safeguard the welfare of all

children and young people, by a commitment to practice

which protects them.

We recognise that:

The welfare of the child/young person is paramount

All children, regardless of age, disability, gender, racial

heritage, religious belief, sexual orientation, or identity,

have the right to equal protection from all types of harm or

abuse

Working in partnership with children, young people, their

parents, carers and other organisations is essential in

promoting young people’s welfare.

The purpose of the policy is:

To safeguard children and young people who receive

Canopy Forest School’s services, including the children of

adult members or users

To provide staff and volunteers with guidance on

procedures they should adopt if they suspect a child or

young person may be experiencing, or be at risk of, harm.

This policy applies to all staff, including, paid staff,

volunteers and sessional workers, agency staff, students or

anyone working on behalf of Canopy Forest School.    

Roles and legal responsibilities 

At Canopy Forest School all of our policies and procedures sit

within the legislative and statutory and non-statutory

guidance safeguarding framework. The key legislation and

guidance that we follow are:                                                    

The Children Act 1989

The Children Act 2004

The Children’s wellbeing and Schools Act 2026

Human Rights Act 1998

The Equality Act 2010

Working Together to Safeguard Children 2026

Keeping Children Safe in Education 2026

Early Help System Guide 2022

Non-school alternative provision voluntary national

standards

All members of staff will need to be familiar with these key

documents and our minimum requirement is to read and

understand Part 1 and annex A of “Keeping Children Safe in

Education 2026” . We also ask that staff undertake “Prevent

Training” as according to government guidance all frontline

staff should be trained to understand what radicalisation

means, who may be vulnerable, what measures are available

to prevent people and how to obtain support. Canopy Forest

School will help all members of staff to access and complete

this training and our “Safeguarding Folder” which contains

relevant up to date information is always available to take

away and read. We also ensure that we start every academic

year with up-to-date inhouse safe guarding training and have

an induction process for all new members of staff.

It is essential that all members of staff are provided with up-

to-date knowledge and understanding of: 

The types of maltreatment a child might experience, 

Who may have additional vulnerabilities 

Signs that might indicate a child is experiencing

maltreatment

Reasons a student might not disclose information

How to share safeguarding and child protection concerns

National and local arrangements for safeguarding and

child protection.

Armed with this knowledge our staff can ensure that they

can confidently safeguard and look after the wellbeing and

welfare of all our students.

This safeguarding policy is the foundation of our

safeguarding culture at Canopy Forest School.  It will

describe our values and attitudes and roles and legal

responsibilities to safeguard and promote the welfare of all

children at our Forest School.  All staff, volunteers and

visitors will be asked to read this policy alongside our code

of conduct and staff behaviour, child protection and health

and safety policies. The attitudes and practices within these

key documents set out our organisation’s expectations that

are to be lived and breathed by everyone.  
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https://www.legislation.gov.uk/ukpga/1989/41/contents
https://www.legislation.gov.uk/ukpga/2004/31/contents
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https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
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SAFEGUARDING POLICY 2 
C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

Our values and attitudes towards safeguarding

At Canopy Forest School we have an effective culture of safeguarding

which provides an environment designed to safeguard all students. This

includes both physical aspects of the environment and cultural and

behavioural elements. We create a safe environment and seek to

safeguard children and young people by:

Valuing them, listening to them and respecting them

Ensuring students feel physically safe and secure, making sure that

they are always well supervised

Empowering students to recognise when they need help and giving

them the confidence to seek support when they need it

Promoting the benefits of positive wellbeing

Providing students with the tools they need to keep themselves safe

Ensuring that all forms of maltreatment are deemed unacceptable

and have clear consequences, including sexual harassment, sexual

violence and child on child abuse

Creating an inclusive and respectful culture, where discriminatory

language or behaviour is deemed unacceptable

Producing clear procedures and a code of conduct for staff and

volunteers

Encouraging effective and healthy relationships and behaviours from

all forms of harm. Safeguarding is at the heart of our settings ethos,

practices and procedures. 

Auditing our safeguarding practices annually

Writing an annual safeguarding Action Plan

Recruiting staff and volunteers safely, ensuring all necessary checks

are made

 Sharing information about safeguarding procedures and good

practice with children, parents, staff and volunteers

Sharing information about concerns with organisations who need to

know, and involving parents and children appropriately

Providing effective management for staff and volunteers through

supervision, support and training.

We are also committed to reviewing our policy and good practice

annually.

A culture of safeguarding at Canopy Forest School means striving to

create environments and cultures which keep all our students safe.

Canopy Forest School provides an environment where:

All student’s wellbeing and welfare is promoted through effective

practices, policies and procedures.

Effective safeguarding is embedded within each and every aspect of

the setting-it is understood by all, practised and constantly revisited.

We have clear policies and procedures in place for Health and  safety,

GDPR, Confidentiality and parental consent, Equal  opportunities,

Additional needs and Behaviour. 
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At Canopy Forest School we are particularly aware of any of our

students who may have additional vulnerabilities. If deemed

necessary we will create individual motivation plans for these

students and we carefully monitor their wellbeing. These students

will be identified to all members of staff. Students with additional

vulnerabilities are those who may be more likely to have the

potential need for early help for example they may be: 

Disabled and or have additional needs, Special Educational

Needs (SEN)/Learning Difficulties and Disabilities (LDD).

On a Health Care Plan

Looked after children

Children and young people living in poverty

Excluded pupils, and those at risk of exclusion

Pupils with behaviour and attendance issues

Gypsy, Roma and Traveller pupils

Asylum seekers, refugees and new migrants

Young offenders

Young people with mental health issues and medical needs

Young people not in Education, Employment or Training

(NEET)

Teenage parents

Living with a family member in prison

Showing signs of being drawn into criminal/anti-social

behaviour/ involvement in gangs 

Be at risk of being radicalised/exploited 

Have family circumstance presenting challenges for the child

such as drug misuse, mental health issues, alcohol misuse,

domestic violence/abuse

 Misusing drugs or alcohol themselves 

Our approach to safeguarding and promoting the welfare and

wellbeing of our students is seen as being the responsibility of

every member of staff, volunteer, or regular visitor to our Forest

School. 

This means that everyone should be confident in: 

Recognising child welfare issues

How to raise concerns, 

Sharing information with others and referrals

Contributing towards plans and discussions about a child

Challenging poor practice in the workplace. 

Regularly auditing our safeguarding provision

Following a safeguarding action plan

Canopy Forest School follows safer recruitment processes and

these help us to build and maintain our effective safeguarding

culture. Please also refer to our safer recruitment policy (p95)





Safe Guarding Auditing Tools we use 2026-27



Safe Guarding Action Plan 2026-27



CHILD PROTECTION POLICY: REPORTING AND
RECORDING SAFEGUARDING CONCERNS 1

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

At Canopy Forest School we have a strong safeguarding

culture.  We accept that issues can, and may well, occur in

our setting. Through the long-term process of Forest

Schools, we aim to build trust and meaningful relationships

between the adults and the children. Therefore, the nature

of Forest Schools means that disclosures are more likely.

Quite often students feel that the Forest School

environment is a safe place to share information about their

welfare.  This information must always be taken seriously,

We use professional curiosity to explore and understand

what is happening within a family -rather than making

assumptions or accepting things at face value and then

critically evaluate any information we receive and maintain

an open mind. We understand the need to respond to all

safeguarding and child protection concerns including low-

level concerns, Any information shared or any concern

raised is always recorded in our “child protection book”

which is brought on-site each session and kept with the

Forest School Leader.  Alongside our record keeping book

we also bring our safeguarding folder to each session which

contains key resources, helpful advice and crib sheets. 

All staff have a responsibility to safeguard children and be

able to identify children who may be at risk or need support

services. 

Canopy Forest School a designated member of staff

who has a lead role for safeguarding children at every

school site we work at.

All staff must ensure that they understand the safeguarding

procedures and know who the named or designated

person is:

Emma Clode is the main Safeguarding Lead and will be

supported by Suzie Mclldoon and Sarah Perrin once they

have completed their DSL training. They will support all staff

with any safeguarding concerns. The School will also be

informed about our concerns. However, this should not

preclude a direct referral to the Hampshire and Isle of Wight

Multi Agency Safeguarding Hub (MASH) particularly if there is

any element of immediate risk.

Any member of staff or volunteer who finds themselves with

a student telling them something which concerns them

should follow these steps;

Stay calm and level-headed

Reassure the student

Listen, do not interrupt especially if the student is talking

freely, 

If questions are needed to clarify understanding, they

should be framed in an open manner, in order to not lead

the student in any way.

Give the child time to talk and do not probe or ask leading

questions. Investigation is not your responsibility.

Examples of questions you could ask include; Tell me

more about that, explain the situation to me and

describe that to me. (T.E.D)

Let them know you are taking them seriously 

Remember that you must not promise to keep a secret

Tell them what will happen next

·All concerns about a student should be reported and

recorded in writing in the “child protection book”. Keep an

accurate, written record of the conversation, including the

date, the time, the place the conversation occurred in and

the essence of what was said and done by whom and in

whose presence.

 Keep the record secure and hand it to Emma Clode,

Sarah Perrin or Suzie Mclldoon (once they have

completed their DSL training) the DSL’s at Canopy Forest

School.

Your responsibility in terms of referring concerns ends at this

point, but you may have a future role in terms of supporting

or monitoring the child, contributing to an assessment, or

implementing child protection plans
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We understand the difference between safeguarding

and child protection. Safeguarding being what we do

to prevent harm and child protection is the way that

we respond to harm. 



CHILD PROTECTION POLICY: REPORTING AND
RECORDING SAFEGUARDING CONCERNS 2

C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

The DSL, Emma Clode will then respond to the concerns

shared and triage them to decide what the most

appropriate course of action might be. The following

documents will be used to inform the response:

 Hampshire safeguarding children partnership

threshold documents

Hampshire safeguarding children partnership toolkits

 If there is immediate risk of significant harm please call

999 and ask for the Police. 

Referrals must always be made to MASH using the inter-

agency referral form if there are signs that a child under the

age of 18 years, or an unborn baby;

Is suffering or has suffered abuse and/or neglect

Is likely to suffer abuse and/or neglect

(With knowledge of a person with parental

responsibility) would be likely to benefit from family

support services.

Our designated Safe Guarding Leads at Canopy Forest

School will support you in contacting the MASH to

make a referral. They will be familiar with the procedure

and will be able to advise you. The timing of referrals

must reflect the perceived risk and should normally be

within one working day of recognition. If, for any reason,

you cannot contact the designated or named person in

your agency you should contact the MASH directly. 

A referral should be made using the IARF inter-agency

referral form

Do not share information with the suspected abuser if

this could increase the risk to the child 

 Seek advice from your line manager or from the MASH

Do not share suspicions or information with any other

person other than your line manager, Children’s Social

Care and the Police. Information given to Children’s

Social Care or the Police will be taken seriously, handled

sensitively and shared only on a ‘need to know’ basis. If

you have any concerns about an adult’s behaviour

towards children or young people (not an employee or

volunteer working for the agency):

Do not ignore it – the service will take any concerns very

seriously.

Do not confront the adult but seek the advice of the

Designated or Named person. If they are not available

Useful Links

Hampshire, Isle of Wight, Portsmouth and Southampton

procedures

Welcome | Hampshire, Isle of Wight, Portsmouth and

Southampton (hipsprocedures.org.uk)

 ‘Working Together to Safeguard Children 2026’, HM

Government

Working Together to Safeguard Children 2026

(publishing.service.gov.uk)

Useful Telephone Numbers

Children’s Social Care Professionals line 01329 225379

Children's Social Care Public line 0300 555 1384

Children’s Social Care (out of hours) 0300 555 1373

Hampshire Police 101/ 999

NSPCC Child Protection Helpline: 0808 800 5000

Child-Line: 0800 1111 

MASH-Multi, Agency, Safeguarding, Hub-phone 0300 555

1384 during office hours 8:30am to 5pm Monday to Thursday,

8:30am to 4:30pm on Friday

phone 0300 555 1373 at all other times to contact the Out of

Hours service

If an allegation is made, or a concern arises, about a member of

staff or volunteer, ensure that the DSL is informed immediately

who will contact the Local Authority Designated Officer (LADO)

using the initial enquiry form. The LADO is available to provide

advice or support in any allegations process. Please also see our

policy on (allegations against an employee p?)
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https://forms.hants.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-7e6115a7-b0ba-484d-991f-084c1248ac72/AF-Stage-52cf8e73-0daf-47d4-bb55-0fdad856d3e6/definition.json&redirectlink=/en&cancelRedirectLink=/en
https://forms.hants.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-7e6115a7-b0ba-484d-991f-084c1248ac72/AF-Stage-52cf8e73-0daf-47d4-bb55-0fdad856d3e6/definition.json&redirectlink=/en&cancelRedirectLink=/en
https://forms.hants.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-7e6115a7-b0ba-484d-991f-084c1248ac72/AF-Stage-52cf8e73-0daf-47d4-bb55-0fdad856d3e6/definition.json&redirectlink=/en&cancelRedirectLink=/en
https://forms.hants.gov.uk/en/AchieveForms/?form_uri=sandbox-publish://AF-Process-7e6115a7-b0ba-484d-991f-084c1248ac72/AF-Stage-52cf8e73-0daf-47d4-bb55-0fdad856d3e6/definition.json&redirectlink=/en&cancelRedirectLink=/en
https://hipsprocedures.org.uk/
https://hipsprocedures.org.uk/
https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/942454/Working_together_to_safeguard_children_inter_agency_guidance.pdf
tel:03005551384
tel:03005551384
tel:03005551373
https://eur02.safelinks.protection.outlook.com/?url=https://forms.office.com/Pages/ResponsePage.aspx?id%3DtdiBPwfuF0yGnB20OQGNm3hCO_yf_9JNiASh9OheoihUQTlJRFM0SE0zUFE2Q1BPT0Y1SE5TTDMwVy4u&data=05%7c01%7cSally.Hickman2%40hants.gov.uk%7c697a7ad9cca24102460a08dadd11ce0e%7c3f81d8b5ee074c17869c1db439018d9b%7c0%7c0%7c638065365781708081%7cUnknown%7cTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7c3000%7c%7c%7c&sdata=er3sxA2WcXDjWdsqfI4Iv1Ow0E8/gQ17P747F9fkgdY%3D&reserved=0




Emergency services: 101 or in an emergency 999
Lead DSL: Emma Clode 07999078833
 Assistant DSL’s from October 2026:  Sarah Perrin (Kings Worthy) 07896 202696 , Suizie Mclldoon (Romsey) 07771332557
MASH: phone 0300 555 1384 during office hours 8:30am to 5pm Monday to Thursday, 8:30am to 4:30pm on Friday
phone 0300 555 1373 at all other times to contact the Out of Hours service
LAD0: https://www.hants.gov.uk/socialcareandhealth/childrenandfamilies/safeguardingchildren/allegations

tel:03005551384
tel:03005551373




Recording Form

1.Record any concerns in our Canopy Forest School Safe guarding book so we have a
record of concerns and actions include the following information

Date: of the incident/observation
Nature of the concern:Clear description of what happened or what you observed
Specific facts: Exact dates, times, and locations of the incident or observation.
Direct statements: What the person said, using their exact words if possible (avoid
paraphrasing direct disclosures).
Stick to observable facts (e.g., physical marks, specific behaviors, changes in
demeanor) rather than personal assumptions or emotions
Background information: Any relevant history, current personal circumstances, or
ongoing changes in routine.
Witnesses: Names of any other people who saw, heard, or were involved in the
event.
Immediate action taken: Steps you already took to ensure safety or emergency
services contacted

2.Let the DSL know that you have written in the book and phone, email or take a
copy of the page in the book so that they can let the school know and it can go on
their CPOMS system this must be done within 24 hours

3.If there is immediate risk of significant harm please call 999 and ask for the Police. 
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Once a concern has been made Emma Clode, (Sarah Perrin or

Suzie Mclldoon once they have completed their DSL training)  will

assess the appropriate course of action and make referrals to the

appropriate agencies if the school would like us to do so and it is

required. The main types of referrals that might be needed include

those to Hampshire Children’s Services using an Inter Agency

Referral Form (IARF), the Local Authority Designated Officer

(LADO), Prevent, the Disclosure and Barring Services (DBS) or the

police, depending on the type of concern. 

It is vital that the correct course of action is followed as failing to

follow the correct process can have personal and organisational

consequences.  It is possible that an inquest can be called or a

child safeguarding practice review (CSPR), which would question

the DSL’s decision-making. 

If a referral is made to Hampshire County Council’s Children

Services an IARF form will be filled out or for urgent child

protection enquiries (such as a section 47), professionals can

telephone: 01329 225379 or The Children’s Reception team (CRT).

Before contacting children’s social care it will be important to:

Be clear about why you think the concerns have reached this

threshold and what the risk factors are

Discuss the concern with colleagues and other known

professionals to obtain their perspectives and any additional

information

Use Hampshire toolkits provided to assist you in the

judgement www.hampshirescp.org.uk/professionals/toolkits/

Look at your setting’s records regarding the child and family, so

that you have a complete history of any prior concerns

alongside any attempts made before to address them. 

Discuss your concerns with the family and /or child, unless you

believe that to do so would endanger the child, or someone

else

A written referral ensures that there is a record of

information shared and any actions agreed upon and that

the information is clear and can be easily referred back to. 

Children’s social care should acknowledge a written referral

within one working day of receiving it. If you do not receive

an acknowledgment within three working days you should

contact children’s social care again. 

If children’s social care decides that a response is necessary,

they may take the following actions:

Refer the child or family to other agencies who can help

Provide the family and Canopy Forest School with

information or advice.

Carry out an assessment to gather further information

and assess the child’s needs

Organise a strategy discussion

Take emergency action to consider removing the child

from family but only in the most extreme cases. 

The assessment of services will be based on the level of need

of the individual child or family, as part of a continuum of

support. The assessment process is designed to make sure

children receive the right levels of support at the right time. 

The Hampshire and Isle of Wight Safeguarding Children’s

Partnership and Children’s Trust Threshold Chart relates to

four levels of need:

Universal Services

Early Help

Child in need

Child Protection Concerns

These provide guidance as to what concerns meet each level

of need.

PAGE 116
 CHILD PROTECTION

 POLICY 3

CANOPY FOREST SCHOOL

Making a referral and responding to concerns





C O N N E C T I O N , G R O W T H ,  E X P L O R A T I O N , S U S T A I N A B I L I T Y

This policy supports:

  Keeping Children Safe in Education (KCSIE) 2026 

 Working Together to Safeguard Children 2026

 Hampshire Local Safeguarding Children Partnership

procedures 

The policy also has regard to the following non-statutory

guidance:

 DfE (2015) ‘What to do if you’re worried a child is being

abused’ 

 DfE (2024) ‘Information sharing’

  Department for Science, Innovation and Technology, and

UK Council for Internet Safety (2024) 

‘Sharing nudes and semi-nudes: how to respond to an

incident (overview)’

 National Police Chief’s Council (2020) ‘When to call the

police: guidance for schools and colleges’

When this policy applies

This policy covers allegations made by a child concerning:

 A member of Canopy Forest School staff,  visitor or

volunteer,

A member of staff at the school

Another child (child-on-child abuse) 

A family member or person outside the setting

Key principles when a child shares a concern

A child will always be taken seriously

 Children are never blamed for speaking up 

 Children are always protected from further harm

  Information is kept confidential and shared on a need-

to-know basis only 

Professionals must act immediately

 

 Students at Canopy Forest School must always feel

listened to, respected, and safe. When a child makes

an allegation — whether about an adult, another child

or someone outside the setting — it must be handled

sensitively, professionally and in accordance with

safeguarding law. 
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Immediate Response by Any Adult 

If a child shares something concerning, the adult must:

 Stay calm and supportive

 Listen carefully — do not question repeatedly

 Reassure the child they have done the right thing 

 Make brief, factual notes (not opinions or assumptions) 

Report immediately to the DSL or deputy DSL 

Designated Safeguarding Lead (DSL) Responsibilities 

When the DSL receives an allegation from a child, they must: 

 Listen to initial information (without probing) 

 Record key facts (time, date, people involved) 

Inform the school

Assess whether immediate protection is needed 

Contact statutory services where required: 

 Children’s Social Care 

LADO (if allegation against adult) 

 Police (if criminal concern

 Ensure the child’s wishes and feelings are considered

  Provide emotional support and reassurance to the child

Allegations Made About an Adult

If a child says an adult has harmed or may harm them, the DSL

must follow: 

KCSIE Part 4 — Allegations Against Staff Procedure, including:

 Contacting LADO within 1 working day 

Inform the school

Ensuring the child is safe 

Keeping detailed records 

 Ensuring the adult is treated fairly

 The child is never asked to confront the adult

Allegations Made About Another Child (Child-on-Child

Abuse) 

Canopy Forest School recognises: 

Harm can be caused by other children 

 Children of any gender can experience abuse

Allegations must be treated with the same seriousness 

https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
https://assets.publishing.service.gov.uk/media/69fb1c28d0e316a40f269a5b/Working_together_to_safeguard_children_2026_a_guide_to_multi_agency_working.pdf
https://www.hampshirescp.org.uk/professionals/procedures/
https://www.hampshirescp.org.uk/professionals/procedures/
https://www.hampshirescp.org.uk/professionals/procedures/
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All Canopy Forest School Staff will be careful to acknowledge

the increased risk certain pupils face while refraining from

making assumptions about the nature of any reported,

witnessed or suspected abuse. Staff will be aware that pupils

who are generally at increased risk of abuse can also be

perpetrators of abuse. 

 Canopy Forest School will ensure that action is taken, where

possible, before major concerns arise; therefore, incidents of

low-level abuse related to the characteristics of the below

groups will be handled in line with early help. 

Canopy Forest School staff will challenge any incidents of

misogynistic language or gender-based abuse, whether of

a sexualised nature or not, as holding misogynistic

viewpoints can make a pupil more likely to commit

sexualised violence in the future. 

We will also be aware that pupils who are LGBTQ+, or are

perceived to be LGBTQ+ whether they are or not, are more

likely to be targeted by their peers, e.g. for discriminatory

bullying. Canopy Forest School will challenge and not

tolerate pupils using homophobic, biphobic or

transphobic language, regardless of whether or not the

language is being directed at another individual. 

Canopy Forest School staff will be aware that pupils with

SEND are at increased risk of child-on-child abuse, as they

are three times more likely to be abused than their peers.

Canopy Forest School has mechanisms in place to

support pupils with SEND in reporting abuse, with due

regard that these pupils may face additional barriers to

reporting abuse and that spotting signs of abuse in these

pupils may be harder.

 Canopy Forest School staff will be aware that minority

ethnic pupils, particularly black pupils, may be less likely

to report abuse committed against them, and may be

more likely to be misidentified as perpetrators of abuse.

Canopy Forest school will hold a zero-tolerance policy

towards pupils using racist language, regardless of

whether the language is being directed at another

individual.  
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The DSL will: 

 Support both children

Inform the school 

 Contact children’s social care if required

Early help put inplace through the school

 Consider police involvement where relevant

 Put safety plans in place (supervision, separation,

risk reduction) 

Record all decisions. No child will be labelled as

an “abuser” — the focus is on safety and support.

“Child-on-child abuse” is defined, in this policy, as any

form of abuse inflicted by one child or a group of

children, i.e. individuals under the age of 18, against

another child or group of children. This also covers

child-on-child abuse of  “Harmful sexual behaviour” as

outlined in KCSIE 2026 is defined as any sexual

behaviour which: 

Does not observe and respect any individuals on

the receiving end of the behaviour, e.g. touching

someone without their consent. 

Is inappropriate for the age or stage of

development of the pupil. 

Is problematic, abusive or violent

May cause developmental damage

Please note: Harmful sexual behaviour can occur

online and/or face-to-face, and can also occur

simultaneously between the two.

In KCSiE 2026, the guidance warns that failure to

challenge inappropriate behaviour could lead to "a

culture of unacceptable behaviour, misogyny, an

unsafe environment."  

Canopy Forest School is aware that, while child-on-

child abuse can be perpetrated by, and against,

anyone, there are certain groups of pupils who are at

an increased risk of being on the receiving end of

child-on-child abuse. 

https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
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Every staff member will be individually responsible for

challenging such behaviour and making clear to all pupils

that any abuse towards pupils from BAME backgrounds is

unacceptable. Please also see our equality policy( p?).

Staff at Canopy Forest School will always, when handling an

incident of alleged abuse, take the report of the victim

seriously, reassure them, support them and work to keep

them safe. Victims will never be made to feel like they are

causing a problem by reporting any form of abuse, be made

to feel ashamed, or have their experience minimised by staff.

Staff will be aware of the importance of not downplaying any

reports of abuse; however, will ensure that they remain

sympathetic, and observant of the duty of care, to both the

alleged perpetrator(s) and victim(s). 

All staff will be trained to handle disclosures. Effective

safeguarding practice includes: 

 Never promising confidentiality at the initial stage.

 Only sharing the report with those necessary for its

progression. 

 Explaining to the victim what the next steps will be and

who the report will be passed to. 

 Recognising that the person the pupil chose to disclose

the information to is in a position of trust. 

 Being clear about boundaries and how the report will be

progressed. 

 Not asking leading questions and only prompting the

pupil with open questions. 

Waiting until the end of the disclosure to immediately

write a thorough summary. If notes must be taken during

the disclosure; staff will ensure they remain engaged and

not appear distracted.

  Understanding that victims may not disclose the whole

picture immediately and may be more comfortable

providing information on a step-by-step basis. 

 Ensuring that dialogue is kept open and encouraged.

Only recording the facts as the pupil presents them – not

the opinions of the note takern  
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Where the report includes an online element, being

aware of searching, screening and confiscation advice. 

Wherever possible, managing disclosures with two staff

members present (preferably with the DSL

Informing the DSL as soon as possible after the disclosure

if they could not be involved in the disclosure.

Canopy Forest School will follow the school’s procedures

and policies at all times and report all information back to

them as well as recording in our own safe guarding books. 

Allegations by a Child About Someone Outside School 

If a child discloses harm by someone outside of school:

 DSL will contact the school and share the disclosure 

 DSL may contacts police if criminal offence suspected

Listening to the Child 

The child will be: Listened to (not interrogated) reassured

that they were right to tell supported emotionally Protected

from further harm

 The DSL will explain (in age-appropriate terms): 

 What will happen next 

 Who may need to be told and why

 How they will be supported throughout 

Confidentiality

  Information is shared only where necessary for

safeguarding

 Child’s name and details are not discussed with

unconnected staff or pupils 

 Data protection laws are followed 

Records & Agreement with the Child 

The DSL keeps accurate safeguarding records that include: 

 Child’s own words (where possible)

  Timeline of actions 

 Decisions and reasons 

 External agencies involved

Children will NEVER be asked to write statements
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Support for the Child 

Support may include:

All support will be discussed and agreed with the School

1-to-1 pastoral care 

 Therapy/counselling referral

  Meetings with DSL 

 Help understanding processes 

 Support with emotions (fear, guilt, embarrassment,

anxiety) Support continues as long as the child needs it. 

Policy Summary – Child-Friendly Canopy promises: 

 We will listen to you

  We will take you seriously 

 It is ALWAYS right to tell us 

 We will keep you safe 

 You will not be blamed

  We will explain what happens next

At Canopy Forest School we have posters and the people

they can go to share information around the Forest School

site. 
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At Canopy Forest School we understand that UK GDPR

covers the processing of personal data in two ways:

• personal data processed wholly or partly by automated

means (that is, information in electronic form); and

• personal data processed in a non-automated manner

which forms part of, or is intended to form part of, a ‘filing

system’ (that is, manual information in a filing system).

The key legislation and guidance that we follow are: 

Information Sharing Advice for practitioners providing

safeguarding services for children, young people, parents

and carers

Data Protection Legislation

Data Protection in Schools

The personal information Canopy Forest School holds will

be ordinarily that which is provided on booking and referral

forms completed by the School. This information is always

kept in a locked storage with restricted access. This includes

emergency contact details, medical details, first aid

permissions and any special requirements needs such as

medical, allergy, learning difficulty or physical impairment.

Personal information is available on request to those

responsible for the student provided they are the parent or

carer or other legally responsible adult such as a Forest

School leader. Any information concerns or evidence

collated under child protection rules for a child’s safety will

be kept in a confidential file and only shared with permitted

authorities such as The Police, Hampshire County Council

Children Services or the school’s designated safeguarding

leads (DSL). 

The Forest School leader has a summarised list of specific

medical needs for individual children (e.g. Asthma,

Epilepsy, allergies) which are taken to each Forest School

sessions with risk assessments and are kept in our Forest

School First Aid and Emergency bag. They will also have a

copy of each student’s targets which they will be working

towards during the sessions. 

Access to these details is only permitted to the Forest

School Leader and other teaching assistants NOT to

volunteers, visitors or children. In between sessions this

medical information is kept in locked storage.

Canopy Forest School is registered with the Information

Commissioner's Office which is the regulator of data

protection and other information rights legislation and we

pay an annual data protection fee.

Photographs, Filming and Publisity 

At Canopy Forest School we are very aware of the rapidly

changing digital environment and we have therefore

decided that no images of our students will appear on our

website and social media accounts. This decision has been

made after schools were advised to remove images due to

a worrying trend of manipulating photos. As an

organisation that works primarily with schools, we feel

there is only one responsible route to take and will only

use photographs in the wix photostore and these images

are licensed for digital use on our Wix website. We

understand that by taking this decision, we’re contributing

to an online environment that feels increasingly devoid of

real people but the safety and wellbeing of the students

we work with is of upmost importance.  

During our sessions photographs are often taken for our

Floor Books which is a learning resource that captures

what we have been discovering  but this will never be put

in the public domain and we will only take photographs if

this has been consented by parents/careers. 

At Canopy Forest School we take data security and

confidentiality very seriously. This not only ensures

that we comply with GDPR and other Data

Protection regulations but means that all

schools,students, parents and carers using our

services can be confident that any confidential

information shared will be respected.  
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https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://assets.publishing.service.gov.uk/media/66320b06c084007696fca731/Info_sharing_advice_content_May_2024.pdf
https://www.gov.uk/data-protection
https://www.gov.uk/guidance/data-protection-in-schools
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 The purpose of this policy is to: 

 Ensure the safety and wellbeing of children and young people

is paramount when adults, young people or children are using

the internet, social media or mobile devices 

 Provide staff and volunteers with the overarching principles

that guide our approach to online safety 

Ensure that, as an organisation, we operate in line with our

values and within the law in terms of how we use online devices. 

This policy  applies to all staff, volunteers, children and young

people and anyone involved in Canopy Forest School.

This policy has been drawn up on the basis of legislation, policy and

guidance that seeks to protect children in England. 

Keeping Children safe in Education 2026

Online abuse and bullying prevention guide

On-line safety Act 2023

The 4Cs: Classifying online Risk to Children

Preventing and tackling bullying

The Children's Act 2004

Children and Social Work Act

 

At Canopy Forest School we recognise that the online world

provides everyone with many opportunities; however it can also

present risks and challenges 

We have a duty to ensure that all children, young people and

adults involved in Canopy Forest School are protected from

potential harm online 

We have a responsibility to help keep children and young

people safe online, whether or not they are using Canopy Forest

School’s devices

 Working in partnership with children, young people, their

parents, carers and other agencies is essential in promoting

young people’s welfare and in helping young people to be

responsible in their approach to online safety

All children, regardless of age, disability, gender reassignment,

race, religion or belief, sex or sexual orientation, have the right

to equal protection from all types of harm or abuse

At Canopy Forest School we seek to keep young people by:

 Providing clear and specific directions to staff and volunteers

on how to behave online through our behaviour code for

adults 

Supporting and encouraging the young people using Canopy

Forest School to use the internet, social media and mobile

phones in a way that keeps them safe and shows respect for

others

 Supporting and encouraging parents and carers to do what

they can to keep their children safe online 

Developing clear and robust procedures to enable us to

respond appropriately to any shared incidents of

inappropriate online behaviour, whether by an adult or a child

or young person-please refer to our (managing allegations

made by a child policy p?)

Reviewing and updating the security of our information

systems regularly 

Ensuring personal information about the adults and children

who are involved in Canopy Forest School are held securely

and shared only as appropriate

 Ensuring that images of children, young people and families

are used only after their written permission has been obtained,

and only for the purpose for which consent has been given 

 Examining and risk assessing any social media platforms and

new technologies before they are used within Canopy Forest

School

If online abuse occurs, we will respond to it by:

Taking a child seriously

 Staying calm and supportive

 Listening carefully — do not question repeatedly

 Reassuring the child they have done the right thing 

 Make brief, factual notes (not opinions or assumptions) 

Report immediately to the DSL or deputy DSL

Report to the school and record on CPOMS

 Providing support and training for all staff and volunteers on

dealing with all forms of abuse, including bullying or

cyberbullying, emotional abuse, sexting, sexual abuse and

sexual exploitation 

Reviewing the plan developed to address online abuse at

regular intervals, in order to ensure that any problems have

been resolved in the long term.

Canopy Forest School believes that children and young people

should never experience abuse of any kind and they should be

able to use the internet for education and personal

development, but safeguards need to be in place to ensure they

are kept safe at all times. Canopy Forest School works with

students to connect them to the natural world and although we

usually don’t use much technology it is important that we can

address issues and have discussions with students that will help

keep them safe.  
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https://assets.publishing.service.gov.uk/media/6a4cf903b7203c4c023fd2f3/Keeping_children_safe_in_education_2026_.pdf
https://www.gov.uk/government/publications/online-abuse-and-bullying-prevention-guide
https://www.legislation.gov.uk/ukpga/2023/50
https://www.ssoar.info/ssoar/bitstream/handle/document/71817/ssoar-2021-livingstone_et_al-The_4Cs_Classifying_Online_Risk.pdf?sequence=4&isAllowed=y&lnkname=ssoar-2021-livingstone_et_al-The_4Cs_Classifying_Online_Risk.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1069688/Preventing_and_tackling_bullying_advice.pdf
https://www.legislation.gov.uk/ukpga/2004/31/contents
https://www.legislation.gov.uk/ukpga/2017/16/contents
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At Canopy Forest School we know that mental health affects all

aspects of a child’s development including their cognitive abilities

and their emotional wellbeing. Childhood and adolescence are

when mental health is developed and patterns are set for the

future. For most children, the opportunities for learning and

personal development during adolescence are exciting and

challenging and an intrinsic part of their school experience.

However, they can also give rise to anxiety, low mood and stress

which can lead to a diagnosis of ill mental health. Children can

suffer from a range of ill mental health issues also owing to

circumstances outside of school.

As stated in the Safeguarding and Child Protection Policy, Canopy

Forest School  is committed to providing a safe and secure

environment for students and promoting a climate where all of its

community feel confident about sharing any concerns they may

have.

At Canopy Forest School, our main aim is to promote positive

mental health and wellbeing for every member of

our staff and for the students we work alongside. We provide

bespoke alternative support that supplements each child’s

classroom experiences. 

This policy should be read in conjunction with the following

policies:

• Safeguarding Policy

• Attendance Policy

• Positive Behaviour Policy

• Managing Allegations Made by a Child Policy

• What is alternative provision?

• Monitoring and Assessment Policy

• Play Policy

• Equal Opportunities Policy

This policy has been based on the following guidance:

• DfE 2023 Promoting children and young people’s mental health

and wellbeing: A whole school or college approach

• DfE Research and analysis: Supporting mental health in schools

and colleges (August 2017)

• 

DfE Advice on Mental health and behaviour in schools (2018)

 Mindmate resources and tips for professionals

www.mindmate.org.uk

Training and Resources by the Anna Freud Centre

www.annafreud.org

PSHE Association: Teaching about mental health and

emotional wellbeing 2019

 PSHE education – Statutory Guidance DfE 2020

NSPCC Child Mental Health Recognising and Responding to

concerns

NHS England Children and Young People

Must Knows:Children and Young Peoples Mental Health

Aims and objectives

The aims of this policy are:

• To promote positive mental health and wellbeing in all staff and

students at Canopy Forest School 

• To Improve the emotional wellbeing of our staff and students

• To Increase understanding and awareness of common mental

health issues

• Alert staff to early warning signs of mental ill health and prevent

escalation of ill mental health

• Provide support to staff working with young people with mental

health issues

• To ensure mental health problems are identified early and

appropriate support provided

• To signpost and to provide guidance and/or support for staff

suffering mental ill health

• To reduce the stigma associated with ill mental health

• To create an environment where staff and students openly and

safely talk about this issue

• To reduce and prevent the number of our students having

serious ill mental health which leads to a negative impact on their

attendance, progress, wellbeing and quality of life

In addition to promoting positive mental health, we aim to

recognise and respond to mental ill health.

In an average classroom three children will be suffering from a

diagnosable mental health issue. By developing and

implementing practical, relevant and effective mental health

policies and procedures, we can promote a safe and stable

environment for students affected both directly and indirectly by

mental ill health.

Canopy Forest School has been designed to be an alternative

provision especially for students who are struggling in some way in

their mainstream setting and need some additional nurture. We are

therefore passionate about providing students with all the

necessary support with regard to their physical, emotional and

spiritual wellbeing. 
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Any member of staff who is concerned about the mental health or

wellbeing of a student should speak to Emma Clode the lead DSL

or record it in our safeguarding book and email Emma Clode so she

can let the School know. If it is urgent staff should contact the

school directly and if the students present with a medical

emergency then staff should follow usual first aid

procedures. 

Teaching About Mental Health

At Canopy Forest School our nurture sessions have been designed

to assist with mental health difficulties. We use an emergent

curriculum which means that we can address and discuss mental

health and wellbeing incidentally when the topic fits or arises. We

explore themes around positive mental health and develop the

students knowledge, understanding and provide them with

strategies to help and calm anxiety. Due to the small group sizes

that we work with and the trust and connections that are

developed over a long term programme we are able to really

support and give guidance in this area. Canopy Forest School is run

by therapeutic Forest Practitioners who specialise in child mental

health. 

At Canopy Forest School we can sign-post students and parents

to sources of external support within the local community as well

as local and national helplines, websites and telephone numbers.

We display within our Forest School Area posters that encourage

talk and highlight who our DSL’s are that the students can discuss

issues with.  Emma Clode is the mental health lead and specialist

support information and staff training at key times of year to staff

via email. Whenever we highlight sources of support, we hope to

increase the chance of students ‘help-seeking and ensure they

understand:

 What help is available

Who it is aimed at

How to access it

Why to access it

What is likely to happen next

Signs and Indicators

Canopy Forest School freelance staff must be vigilant and watch out

for signs and indicators that our students are having

difficulties. Staff must be aware of the following warning signs which

indicate a student is experiencing mental health or emotional

wellbeing issues. These warning signs should always be taken seriously

and staff observing any of these warning signs should communicate

their concerns with the Mental Health

Lead (DSL) via email but also record information in our safeguarding

book. If it is urgent, and the student is at risk of harm or injury staff

should speak to the school’s DSO (Designated Safeguarding Officer) in

person that day.

Possible signs and indicators include:

• Physical signs of harm that are repeated or appear non accidental

• Changes in eating / sleeping habits – looking tired, withdrawn, pale,

falling asleep

• Increased isolation from friends or family, becoming socially

withdrawn

• Changes in activity and mood

• Talking or joking about self-harm or suicide

• Abusing drugs or alcohol

• Expressing feelings of failure, uselessness or loss of hope

• Changes in clothing – e.g. long sleeves in warm weather

• Secretive behaviour

•  Absence from our Forest School sessions 

• Repeated physical pain or nausea with no evident cause

Staff Training

As a minimum, all freelance staff will receive regular training about

recognising and responding to mental health issues as part of their

annual child protection training in order to enable them to keep

students safe. We plan to also enrole key members of staff onto mental

health training courses this year. 

Specific signposting and useful websites for parents that we use:

NSPCC, Childline

www.Kooth.com

www.mindmate.org.uk

www.mind.org.uk (parent section)

www.youngminds.org.uk (parent section)

www.nhs.org

Individual Student Risk Assessment and coping plans

Where a child may be at risk from harm due to their mental health

with the school we will write an individual risk assessment for them or

a coping plan to assist them.
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Supporting Peers

When a student is suffering from mental health issues, it can be a

difficult time for their peers and friends. Friends often want to

support but do not know how. In the case of self-harm or eating

disorders, it is possible that friends may learn unhealthy coping

mechanisms from each other. In order to keep peers safe, we will

consider on a case by case basis which friends may need additional

support. Support will be provided through guided conversations.

Guided conversation

• How friends can best support.

• Things friends should avoid doing or saying which may

inadvertently cause upset.

• Warning signs that their friend may need help (e.g. signs of

relapse).

• Signpost peers to external help

• Inform parents where appropriate

Additionally, we will want to highlight with peers:

• Where and how to access support for themselves

• Safe sources of further information about their friend’s condition

• Healthy ways of coping with the difficult emotions they may be

feeling

Managing Disclosures and Confidentiality

A student may choose to disclose concerns about themselves or a

friend to any member of staff, so all staff are trained annually as

part of the safeguarding training on how to respond appropriately

to a mental ill health disclosure. This is the same procedure as is for

a safeguarding or child protection disclosure. If a student chooses

to disclose concerns about their own mental health or that of a

friend to a member of staff, the member of staff’s response should:

Be calm, supportive and non-judgmental.

Staff should receive and reassure the student that they have

done the right thing in sharing and opening up.

Non-designated staff should actively listen, and record and

report. (they are not to advise or manage the child’s problems,

this is for designated staff)

After listening, first thoughts should be of the student’s

emotional and physical safety.

Staff should record non urgent concerns to the DSL as soon as

possible via email and record in the safeguarding book.

If the student is in physical need of first aid then staff should

follow the medical and first aid procedures, or call staff to escort

the student to the medical room within the school

If the student is at risk of harm or has implied suicide or thoughts of

suicide, staff should see speak to the school DSL in person as soon

as possible that day.

All disclosures should be recorded in our safeguarding book and an

email sent to the SENCO so it can be added onto the school’s

CPOMs account

Subsequent actions will be recorded in our safeguarding book and

on the school’s CPOMs.

Confidentiality

Non-designated staff are aware that they cannot promise

confidentiality when a disclosure is made. During the disclosure staff

must make the student aware of this, explain why and say whom they

will pass it to and why. Staff must reassure the student that the

passing of information is a supportive mechanism and to ensure the

right help is provided. Designated staff cannot promise confidentiality

when a disclosure is made, unless there are child protection concerns.

For children under 18 years, the school will make parents aware and

Canopy Staff are happy to be part of this process if needed. 

Self-harm

Self-harm describes any behaviour where a young person causes harm

to themselves in order to cope with thoughts, feelings or experiences

they are not able to manage in any other way. It most frequently

takes the form of cutting, burning or non-lethal overdoses in

adolescents, while younger children and young people with special

needs are more likely to pick or scratch at wounds, pull out their hair

or bang or bruise themselves.

Online support: 

www.SelfHarm.co.uk www.selfharm.co.uk

Battle Scars https://www.battle-scars-self-harm.org.uk

National Self-Harm Network: www.nshn.co.uk

Self- Harm Books:

• Young Minds Positive Mental Health & Wellbeing Policy 2016 12 Pooky

Knightsmith (2015)

• Self-Harm and Eating Disorders in Schools: A Guide to Whole School

Support and Practical

Strategies. London: Jessica Kingsley Publishers Keith Hawton and

Karen Rodham (2006)

• By Their Own Young Hand: Deliberate Self-harm and Suicidal Ideas in

Adolescents. London: Jessica

Kingsley Publishers Carol Fitzpatrick (2012)
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Depression

Ups and downs are a normal part of life for all of us, but for

someone who is suffering from depression these ups and downs

may be more extreme. Feelings of failure, hopelessness, numbness

or sadness may invade their day-to-day life over an extended period

of weeks or months, and have a significant impact on their

behaviour and ability and motivation to engage in day-to-day

activities.

Online support:

Depression Alliance:

www.depressionalliance.org/information/what-depression

Depression Books:

• Christopher Dowrick and Susan Martin (2015) Can I Tell you about

Depression?:

• A guide for friends, family and professionals. London: Jessica

Kingsley Publishers

Anxiety, panic attacks and phobias

Anxiety can take many forms in children and young people, and it is

something that each of us experiences at low levels as part of

normal life. When thoughts of anxiety, fear or panic are repeatedly

present over several weeks or months and/or they are beginning to

impact on a young person’s ability to access or enjoy day-to-day life,

intervention is needed.

Online support

Anxiety UK: www.anxietyuk.org.uk

Anxiety Books:

• Lucy Willetts and Polly Waite (2014) Can I Tell you about Anxiety?:

• A guide for friends, family and professionals. London: Jessica

Kingsley Publishers Carol Fitzpatrick

(2015) A Short Introduction to Helping Young People Manage

Anxiety. London: Jessica Kingsley Publishers

Obsessions and compulsions

Obsessions describe intrusive thoughts or feelings that enter our

minds which are disturbing or upsetting; compulsions are the

behaviours we carry out in order to manage those thoughts or

feelings. For example, a young person may be constantly worried

that their house will burn down if they don’t turn off all switches

before leaving the house. They may respond to these thoughts by

repeatedly checking switches, perhaps returning home several

times to do so. Obsessive compulsive disorder (OCD) can take many

forms – it is not just about cleaning and checking.

Online support:

OCD UK: www.ocduk.org/ocd

OCD Books:

• Books Amita Jassi and Sarah Hull (2013) Can I Tell you about OCD?: A

guide for friends, family and professionals. London: Jessica Kingsley

Publishers Susan Conners (2011)

• The Tourette Syndrome & OCD Checklist: A practical reference for

parents and teachers. San Francisco: Jossey-Bass

Suicidal feelings and Ideation

Young people may experience complicated thoughts and feelings

about wanting to end their own lives. Some young people never act on

these feelings though they may openly discuss and explore them,

while other young people die suddenly from suicide apparently out of

the blue.

Online support:

Prevention of young suicide UK – PAPYRUS: www.papyrus-uk.org

On the edge: ChildLine spotlight report on suicide:

www.nspcc.org.uk/preventing-abuse/researchand

resources/on-the-edge-childline-spotlight

Suicidal Ideation Books:

• By Their Own Young Hand: Deliberate Self-harm and Suicidal Ideas in

Adolescents. London: Jessica Kingsley Publishers Terri A.Erbacher,

Jonathan B. Singer and Scott Poland (2015)

• Suicide in Schools: A Practitioner’s Guide to Multi-level Prevention,

Assessment, Intervention, and Postvention. New York: Routledge.

Eating problems, disorders

Food, weight and shape may be used as a way of coping with, or

communicating about, difficult thoughts, feelings and behaviours that

a young person experiences day to day. Some young people develop

eating disorders such as anorexia (where food intake is restricted),

binge eating disorder and bulimia nervosa (a cycle of bingeing and

purging). Other young people, particularly those of primary or

preschool age, may develop problematic behaviours around food

including refusing to eat in certain situations or with certain people.

This can be a way of communicating messages the child does not

have the words to convey.

Online support:

Beat – the eating disorders charity: www.b-eat.co.uk/about-eating-

disorders

Eating Difficulties in Younger Children and when to worry:

www.inourhands.com/eating-difficultiesinyounger-children
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Eating Disorders Books:

• Bryan Lask and Lucy Watson (2014) Can I tell you about Eating

Disorders?

• A Guide for Friends, Family and Professionals. London: Jessica

Kingsley Publishers Pooky Knightsmith (2015)

• Self-Harm and Eating Disorders in Schools: A Guide to Whole

School Support and Practical Strategies. London: Jessica Kingsley

Publishers Pooky Knightsmith (2012)

Bereavement 

Bereavement is the state of sorrow and loss you feel after a close

relative or friend dies. It's characterised by grief, which is the

process and the range of emotions we go through when we

experience a loss. Losing someone important to us can be

emotionally devastating. Grief can bring up lots of different,

complicated emotions, and can sometimes affect our physical

health. Bereavement affects everyone in different ways, and it's

possible to experience any range of emotions. You may feel lots of

different emotions at the same time, or your feelings may change

quickly. Your feelings may also be confusing at times. There's no

right or wrong way to feel.

All bereavements, in all families, matter to our Forest School

alternative provision equally.

Every bereavement is unique, and results in different challenges.

Sometimes, more than one person dies suddenly in a family, or a

family faces other difficult challenges, such as injury, or another

life challenge.

 Every family is unique, and their needs deserve to be

understood and met.
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Overview of role:

To have overall leadership responsibility for safeguarding and

child protection, including online safety. 

To support other staff to keep children safe and work with

partner agencies to fulfil the school’s safeguarding

responsibilities.

Key responsibilities and duties

 Leadership and strategic direction

Undergo training in line with the expectations set out in the

latest version of Keeping Children Safe in Education (KCSIE).

Ensure that Canopy Forest School’s child protection and

safeguarding policy is reviewed regularly (at least annually) and

made available to the public.

Liaise with the School’s DSL and local safeguarding partners to

ensure that our practice is in line with local protocols and

expectations.

Gather and communicate relevant information to staff and

deputy DSL’s so that the effectiveness of safeguarding can be

monitored and evaluated.

Contribute to Canopy Forest School’s improvement planning

and self-evaluation with particular reference to safeguarding.

 Keep up to date with local and national initiatives,

announcements, guidance and legislation and share this with

other staff as appropriate.

Liaise with the deputy designated safeguarding lead(s) to

ensure continuity of provision at all times.

 Maintain high professional standards, and help set a good

example to staff.

 Foster a culture where all freelance staff are vigilant for the

signs of potential harm and work collaboratively to safeguard

children.

Supporting staff

Support all freelance staff to understand and fulfil their

safeguarding duties.

Ensure that all staff have access to (and understand) our Forest

School’s child protection and safeguarding policy.

Ensure that all staff know what to do if they have any

safeguarding concerns.
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Support staff who have made safeguarding referrals.

Ensure that staff are trained and competent in completing

safeguarding logs, including delivering training when

required to do so

Ensure that there are effective induction processes in place to

ensure that new staff are aware of the policies, procedures

and expectations around safeguarding.

Ensure that all staff understand that children can abuse other

children (often referred to as child-on-child abuse) and what

to do if they have concerns that this is happening.

 Ensure that Forest School Leaders are aware that there is a

specific legal duty on teaching staff that states that if they

discover that an act of Female Genital Mulitlation (FGM)

appears to have been carried out on a girl under the age of 18,

they must report this to the police. (Note that all staff should

report concerns regarding FGM to the designated

safeguarding lead, irrespective of whether or not they are a

Forest School leader)

Identify any gaps in the skills and knowledge of individuals,

groups and the whole staff.

Plan and deliver CPD sessions regarding safeguarding.

 Keep up to date with developments regarding online safety

and share any updates with staff so that they are aware of any

developing trends or new information.

Where appropriate training cannot be offered within the

school, identify external providers and courses to address the

needs of staff.

 Supporting pupils

Know how safeguarding issues can affect pupils socially,

emotionally and educationally, and support other staff to

understand this.

Promote our Forest School outcomes by ensuring that all

pupils are supported to achieve, irrespective of the challenges

they may face.

Ensure that pupils with a social worker have their educational

progress monitored closely, and receive additional support

and reasonable adjustments when needed.

Communicate and work with the home school parents/carers

to help them understand the risks that their children might

face and to help them stay safe.

Identify opportunities to provide age-appropriate

safeguarding education through our Forest School

curriculum.

 Encourage a culture of listening to children and taking

account of their wishes and feelings.

Job Title: Designated Safeguarding Lead
Location: Canopy Forest School 
Name: Emma Clode
Tel: 07999078833
Email: Canopyforestschool@gmail.com
Deputy Designated Safeguarding Leads: Suzie Mclldoon, Sarah Perrin
(once they have completed training Oct 26) 
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Foster an environment in which pupils feel able to share any

problems or concerns that they have related to safeguarding.

Identify and implement measures to ensure that pupils who

may struggle to communicate are able to share their concerns

and problems.

Managing referrals and record keeping

Keep detailed and accurate records as required to fulfil the role

of designated safeguarding lead effectively.

Ensure that all records related to child protection and

safeguarding are stored securely and confidentially and can only

be accessed by those who need them.

Understand the local process for accessing early help.

Refer cases of potential abuse and neglect to the school and

local authority in line with local and national protocols.

Make referrals to the police when there is the possibility that a

crime may have been committed. )

Ensure that referrals are made to the Channel programme

where there are concerns about radicalisation.

Make referrals to the Disclosure and Barring Service when a

member of staff has been dismissed due to posing a risk of

harm to a child.

Make referrals to the Local Authority Designated Officer (LADO)

in cases where there is a concern or allegation about a staff

member.

Understand the implications of the Data Protection Act 2018

and the UK Data Protection Regulation (GDPR) and offer staff

training on this when required.

Understand and support others to follow the home school’s

protocols and systems when recording concerns and keeping

records.

Working with the home school and other partners

Liaise with the School’s DSL and safeguarding partners to

safeguard children.

Liaise with the school and other mental health professionals

where there is a safeguarding concern that is linked to mental

health, and to support children who may be dealing with

adversity and/or trauma.

Build partnerships with a range of external agencies to support

the safety and welfare of pupils.

 Liaise with other schools and Forest Schools to ensure that

relevant information is shared during pupil transfers.

Please note that the person holding this role is required to

undertake an enhanced check with the Disclosure and Barring

Service (DBS).
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	SAFER RECRUITMENT POLICY 1
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	The safe recruitment of freelance staff at Canopy Forest School is the first step to safeguarding and promoting the welfare of children who attend our sessions. Canopy Forest School is committed to safeguarding and promoting the welfare of all students in its care. Canopy Forest School expects all freelance staff and volunteers to share this commitment.
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	To ensure equality of opportunity, Canopy Forest School will advertise all vacant posts to encourage as wide a field of applicant as possible; normally this entails an external advertisement. Any advertisement will make clear Canopy Forest School’s commitment to safeguarding and promoting
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	Interviews
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	SAFEGUARDING  POLICY 1
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	This safeguarding policy is the foundation of our safeguarding culture at Canopy Forest School.  It will describe our values and attitudes and roles and legal responsibilities to safeguard and promote the welfare of all children at our Forest School.  All staff, volunteers and visitors will be asked to read this policy alongside our code of conduct and staff behaviour, child protection and health and safety policies. The attitudes and practices within these key documents set out our organisation’s expectations that are to be lived and breathed by everyone.
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	SAFEGUARDING POLICY 2
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Our values and attitudes towards safeguarding
	At Canopy Forest School we have an effective culture of safeguarding which provides an environment designed to safeguard all students. This includes both physical aspects of the environment and cultural and behavioural elements. We create a safe environment and seek to safeguard children and young people by:
	Valuing them, listening to them and respecting them
	Ensuring students feel physically safe and secure, making sure that they are always well supervised
	Empowering students to recognise when they need help and giving them the confidence to seek support when they need it
	Promoting the benefits of positive wellbeing
	Providing students with the tools they need to keep themselves safe
	Ensuring that all forms of maltreatment are deemed unacceptable and have clear consequences, including sexual harassment, sexual violence and child on child abuse
	Creating an inclusive and respectful culture, where discriminatory language or behaviour is deemed unacceptable
	Producing clear procedures and a code of conduct for staff and volunteers
	Encouraging effective and healthy relationships and behaviours from all forms of harm. Safeguarding is at the heart of our settings ethos, practices and procedures.
	Auditing our safeguarding practices annually
	Writing an annual safeguarding Action Plan
	Recruiting staff and volunteers safely, ensuring all necessary checks are made
	Sharing information about safeguarding procedures and good practice with children, parents, staff and volunteers
	Sharing information about concerns with organisations who need to know, and involving parents and children appropriately
	Providing effective management for staff and volunteers through supervision, support and training.
	We are also committed to reviewing our policy and good practice annually.
	A culture of safeguarding at Canopy Forest School means striving to create environments and cultures which keep all our students safe.
	Canopy Forest School provides an environment where:
	All student’s wellbeing and welfare is promoted through effective practices, policies and procedures.
	Effective safeguarding is embedded within each and every aspect of the setting-it is understood by all, practised and constantly revisited.
	We have clear policies and procedures in place for Health and  safety, GDPR, Confidentiality and parental consent, Equal  opportunities, Additional needs and Behaviour.
	On a Health Care Plan
	Looked after children
	Children and young people living in poverty
	Excluded pupils, and those at risk of exclusion
	Pupils with behaviour and attendance issues
	Gypsy, Roma and Traveller pupils
	Asylum seekers, refugees and new migrants
	Young offenders
	Young people with mental health issues and medical needs
	Young people not in Education, Employment or Training (NEET)
	Teenage parents
	Our approach to safeguarding and promoting the welfare and wellbeing of our students is seen as being the responsibility of every member of staff, volunteer, or regular visitor to our Forest School.
	This means that everyone should be confident in:
	Recognising child welfare issues
	How to raise concerns,
	Sharing information with others and referrals
	Contributing towards plans and discussions about a child
	Challenging poor practice in the workplace.
	Regularly auditing our safeguarding provision
	Following a safeguarding action plan
	Canopy Forest School follows safer recruitment processes and these help us to build and maintain our effective safeguarding culture. Please also refer to our safer recruitment policy (p95)



	Safe Guarding Auditing Tools we use 2026-27
	Safe Guarding Action Plan 2026-27
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	CHILD PROTECTION POLICY: REPORTING AND RECORDING SAFEGUARDING CONCERNS 1
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	We understand the difference between safeguarding and child protection. Safeguarding being what we do to prevent harm and child protection is the way that we respond to harm.

	Listen, do not interrupt especially if the student is talking freely,
	If questions are needed to clarify understanding, they should be framed in an open manner, in order to not lead the student in any way.
	Give the child time to talk and do not probe or ask leading questions. Investigation is not your responsibility. Examples of questions you could ask include; Tell me more about that, explain the situation to me and describe that to me. (T.E.D)
	Remember that you must not promise to keep a secret
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	CHILD PROTECTION
	POLICY

	CANOPY FOREST SCHOOL

	CHILD PROTECTION POLICY: REPORTING AND RECORDING SAFEGUARDING CONCERNS 2
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	The DSL, Emma Clode will then respond to the concerns shared and triage them to decide what the most appropriate course of action might be. The following documents will be used to inform the response:
	Hampshire safeguarding children partnership threshold documents
	Hampshire safeguarding children partnership toolkits
	If there is immediate risk of significant harm please call 999 and ask for the Police.
	Referrals must always be made to MASH using the inter-agency referral form if there are signs that a child under the age of 18 years, or an unborn baby;
	Is suffering or has suffered abuse and/or neglect
	Is likely to suffer abuse and/or neglect
	(With knowledge of a person with parental responsibility) would be likely to benefit from family support services.
	Our designated Safe Guarding Leads at Canopy Forest School will support you in contacting the MASH to make a referral. They will be familiar with the procedure and will be able to advise you. The timing of referrals must reflect the perceived risk and should normally be within one working day of recognition. If, for any reason, you cannot contact the designated or named person in your agency you should contact the MASH directly.
	A referral should be made using the IARF inter-agency referral form
	Do not share information with the suspected abuser if this could increase the risk to the child
	Seek advice from your line manager or from the MASH
	Do not share suspicions or information with any other person other than your line manager, Children’s Social Care and the Police. Information given to Children’s Social Care or the Police will be taken seriously, handled sensitively and shared only on a ‘need to know’ basis. If you have any concerns about an adult’s behaviour towards children or young people (not an employee or volunteer working for the agency):

	Do not ignore it – the service will take any concerns very seriously.
	Do not confront the adult but seek the advice of the Designated or Named person. If they are not available
	Welcome | Hampshire, Isle of Wight, Portsmouth and Southampton (hipsprocedures.org.uk)
	Working Together to Safeguard Children 2026 (publishing.service.gov.uk)


	Emergency services: 101 or in an emergency 999
	Lead DSL: Emma Clode 07999078833
	Assistant DSL’s from October 2026:  Sarah Perrin (Kings Worthy) 07896 202696 , Suizie Mclldoon (Romsey) 07771332557
	MASH: phone 0300 555 1384 during office hours 8:30am to 5pm Monday to Thursday, 8:30am to 4:30pm on Friday
	phone 0300 555 1373 at all other times to contact the Out of Hours service
	LAD0: https://www.hants.gov.uk/socialcareandhealth/childrenandfamilies/safeguardingchildren/allegations
	Recording Form
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	CHILD PROTECTION POLICY: REPORTING AND RECORDING SAFEGUARDING CONCERNS 3
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Making a referral and responding to concerns
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	MANAGING ALLIGATIONS MADE BY A CHILD 1
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Students at Canopy Forest School must always feel listened to, respected, and safe. When a child makes an allegation — whether about an adult, another child or someone outside the setting — it must be handled sensitively, professionally and in accordance with safeguarding law.
	Immediate Response by Any Adult

	If a child shares something concerning, the adult must:
	Stay calm and supportive
	Listen carefully — do not question repeatedly
	Reassure the child they have done the right thing
	Make brief, factual notes (not opinions or assumptions)
	Report immediately to the DSL or deputy DSL
	Designated Safeguarding Lead (DSL) Responsibilities
	When the DSL receives an allegation from a child, they must:
	Listen to initial information (without probing)
	Record key facts (time, date, people involved)
	Inform the school
	Assess whether immediate protection is needed
	Contact statutory services where required:
	Children’s Social Care
	LADO (if allegation against adult)
	Police (if criminal concern
	Ensure the child’s wishes and feelings are considered
	Provide emotional support and reassurance to the child

	Allegations Made About an Adult
	If a child says an adult has harmed or may harm them, the DSL must follow:
	KCSIE Part 4 — Allegations Against Staff Procedure, including:
	Contacting LADO within 1 working day
	Inform the school
	Ensuring the child is safe
	Keeping detailed records
	Ensuring the adult is treated fairly
	The child is never asked to confront the adult

	Allegations Made About Another Child (Child-on-Child Abuse)
	Canopy Forest School recognises:
	Harm can be caused by other children
	Children of any gender can experience abuse
	Allegations must be treated with the same seriousness
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	MANAGING ALLIGATIONS MADE BY A CHILD 2
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	The DSL will:

	Support both children
	Inform the school

	Contact children’s social care if required
	Early help put inplace through the school

	Consider police involvement where relevant
	Put safety plans in place (supervision, separation, risk reduction)
	Record all decisions. No child will be labelled as an “abuser” — the focus is on safety and support.
	“Child-on-child abuse” is defined, in this policy, as any form of abuse inflicted by one child or a group of children, i.e. individuals under the age of 18, against another child or group of children. This also covers child-on-child abuse of  “Harmful sexual behaviour” as outlined in KCSIE 2026 is defined as any sexual behaviour which:
	Does not observe and respect any individuals on the receiving end of the behaviour, e.g. touching someone without their consent.
	Is inappropriate for the age or stage of development of the pupil.
	Is problematic, abusive or violent
	May cause developmental damage
	Please note: Harmful sexual behaviour can occur online and/or face-to-face, and can also occur simultaneously between the two.
	In KCSiE 2026, the guidance warns that failure to challenge inappropriate behaviour could lead to "a culture of unacceptable behaviour, misogyny, an unsafe environment."
	Canopy Forest School is aware that, while child-on-child abuse can be perpetrated by, and against, anyone, there are certain groups of pupils who are at an increased risk of being on the receiving end of child-on-child abuse.

	All Canopy Forest School Staff will be careful to acknowledge the increased risk certain pupils face while refraining from making assumptions about the nature of any reported, witnessed or suspected abuse. Staff will be aware that pupils who are generally at increased risk of abuse can also be perpetrators of abuse.
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	MANAGING ALLIGATIONS MADE BY A CHILD 3
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Where the report includes an online element, being aware of searching, screening and confiscation advice.
	Wherever possible, managing disclosures with two staff members present (preferably with the DSL
	Informing the DSL as soon as possible after the disclosure if they could not be involved in the disclosure.
	Canopy Forest School will follow the school’s procedures and policies at all times and report all information back to them as well as recording in our own safe guarding books.
	Allegations by a Child About Someone Outside School
	If a child discloses harm by someone outside of school:
	DSL will contact the school and share the disclosure
	DSL may contacts police if criminal offence suspected

	Listening to the Child
	The child will be: Listened to (not interrogated) reassured that they were right to tell supported emotionally Protected from further harm
	The DSL will explain (in age-appropriate terms):
	What will happen next
	Who may need to be told and why
	How they will be supported throughout

	Confidentiality
	Information is shared only where necessary for safeguarding
	Child’s name and details are not discussed with unconnected staff or pupils
	Data protection laws are followed

	Records & Agreement with the Child
	The DSL keeps accurate safeguarding records that include:
	Child’s own words (where possible)
	Timeline of actions
	Decisions and reasons
	External agencies involved
	Children will NEVER be asked to write statements
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	MANAGING ALLIGATIONS MADE BY A CHILD 4
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Support for the Child
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	CANOPY FOREST SCHOOL

	DATA PROTECTION POLICY
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	At Canopy Forest School we take data security and confidentiality very seriously. This not only ensures that we comply with GDPR and other Data Protection regulations but means that all schools,students, parents and carers using our services can be confident that any confidential information shared will be respected.
	Access to these details is only permitted to the Forest School Leader and other teaching assistants NOT to volunteers, visitors or children. In between sessions this medical information is kept in locked storage.
	• personal data processed wholly or partly by automated means (that is, information in electronic form); and
	• personal data processed in a non-automated manner which forms part of, or is intended to form part of, a ‘filing system’ (that is, manual information in a filing system).
	The personal information Canopy Forest School holds will be ordinarily that which is provided on booking and referral forms completed by the School. This information is always kept in a locked storage with restricted access. This includes emergency contact details, medical details, first aid permissions and any special requirements needs such as medical, allergy, learning difficulty or physical impairment.
	Personal information is available on request to those responsible for the student provided they are the parent or carer or other legally responsible adult such as a Forest School leader. Any information concerns or evidence collated under child protection rules for a child’s safety will be kept in a confidential file and only shared with permitted authorities such as The Police, Hampshire County Council Children Services or the school’s designated safeguarding leads (DSL).
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	ON-LINE SAFETY POLICY
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Canopy Forest School believes that children and young people should never experience abuse of any kind and they should be able to use the internet for education and personal development, but safeguards need to be in place to ensure they are kept safe at all times. Canopy Forest School works with students to connect them to the natural world and although we usually don’t use much technology it is important that we can address issues and have discussions with students that will help keep them safe.
	If online abuse occurs, we will respond to it by:
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	PASTORAL CARE-MENTAL HEALTH AND WELLBEING POLICY 1
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Canopy Forest School has been designed to be an alternative provision especially for students who are struggling in some way in their mainstream setting and need some additional nurture. We are therefore passionate about providing students with all the necessary support with regard to their physical, emotional and spiritual wellbeing.

	Mindmate resources and tips for professionals www.mindmate.org.uk
	Training and Resources by the Anna Freud Centre www.annafreud.org
	Aims and objectives

	At Canopy Forest School we know that mental health affects all aspects of a child’s development including their cognitive abilities and their emotional wellbeing. Childhood and adolescence are when mental health is developed and patterns are set for the future. For most children, the opportunities for learning and personal development during adolescence are exciting and challenging and an intrinsic part of their school experience.
	However, they can also give rise to anxiety, low mood and stress which can lead to a diagnosis of ill mental health. Children can suffer from a range of ill mental health issues also owing to circumstances outside of school.
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	PASTORAL CARE-MENTAL HEALTH AND WELLBEING POLICY 2
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Any member of staff who is concerned about the mental health or wellbeing of a student should speak to Emma Clode the lead DSL  or record it in our safeguarding book and email Emma Clode so she can let the School know. If it is urgent staff should contact the school directly and if the students present with a medical emergency then staff should follow usual first aid
	procedures.
	Teaching About Mental Health
	Signs and Indicators

	difficulties. Staff must be aware of the following warning signs which indicate a student is experiencing mental health or emotional wellbeing issues. These warning signs should always be taken seriously and staff observing any of these warning signs should communicate their concerns with the Mental Health
	Lead (DSL) via email but also record information in our safeguarding book. If it is urgent, and the student is at risk of harm or injury staff should speak to the school’s DSO (Designated Safeguarding Officer) in person that day.
	Possible signs and indicators include:
	• Physical signs of harm that are repeated or appear non accidental
	• Changes in eating / sleeping habits – looking tired, withdrawn, pale, falling asleep
	• Increased isolation from friends or family, becoming socially withdrawn
	• Changes in activity and mood
	• Talking or joking about self-harm or suicide
	• Abusing drugs or alcohol
	• Expressing feelings of failure, uselessness or loss of hope
	• Changes in clothing – e.g. long sleeves in warm weather
	• Secretive behaviour
	•  Absence from our Forest School sessions
	• Repeated physical pain or nausea with no evident cause
	Staff Training
	Specific signposting and useful websites for parents that we use:
	Individual Student Risk Assessment and coping plans
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	PASTORAL CARE-MENTAL HEALTH AND WELLBEING POLICY 3
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Supporting Peers
	Guided conversation
	Managing Disclosures and Confidentiality

	All disclosures should be recorded in our safeguarding book and an email sent to the SENCO so it can be added onto the school’s CPOMs account
	Confidentiality
	Self-harm
	Online support:
	Self- Harm Books:
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	PASTORAL CARE-MENTAL HEALTH AND WELLBEING POLICY 4
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Depression
	Online support:
	Depression Books:
	Anxiety, panic attacks and phobias
	Online support
	Anxiety Books:
	Obsessions and compulsions
	Online support:

	OCD UK: www.ocduk.org/ocd
	OCD Books:
	Suicidal feelings and Ideation
	Online support:
	Suicidal Ideation Books:
	Eating problems, disorders
	Online support:
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	PASTORAL CARE-MENTAL HEALTH AND WELLBEING POLICY 5
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Eating Disorders Books:

	• Bryan Lask and Lucy Watson (2014) Can I tell you about Eating Disorders?
	• A Guide for Friends, Family and Professionals. London: Jessica Kingsley Publishers Pooky Knightsmith (2015)
	• Self-Harm and Eating Disorders in Schools: A Guide to Whole School Support and Practical Strategies. London: Jessica Kingsley Publishers Pooky Knightsmith (2012)
	Bereavement

	Key responsibilities and duties
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	DESIGNATED SAFEGUARDING LEAD
	JOB DESCRIPTION
	CONNECTION,GROWTH, EXPLORATION,SUSTAINABILITY
	Identify and implement measures to ensure that pupils who may struggle to communicate are able to share their concerns and problems.
	Managing referrals and record keeping

	Keep detailed and accurate records as required to fulfil the role of designated safeguarding lead effectively.
	Ensure that all records related to child protection and safeguarding are stored securely and confidentially and can only be accessed by those who need them.
	Understand the local process for accessing early help.
	Refer cases of potential abuse and neglect to the school and local authority in line with local and national protocols.
	Make referrals to the police when there is the possibility that a crime may have been committed. )
	Ensure that referrals are made to the Channel programme where there are concerns about radicalisation.
	Make referrals to the Disclosure and Barring Service when a member of staff has been dismissed due to posing a risk of harm to a child.
	Make referrals to the Local Authority Designated Officer (LADO) in cases where there is a concern or allegation about a staff member.
	Understand the implications of the Data Protection Act 2018 and the UK Data Protection Regulation (GDPR) and offer staff training on this when required.
	Understand and support others to follow the home school’s protocols and systems when recording concerns and keeping records.


