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Summary  

 
Keeping children safe in education is statutory guidance for schools and colleges who 
must have regard to it when carrying out their duties to safeguard and promote the 
welfare of children. This means that they should comply with it unless exceptional 
circumstances arise.   

 

• governing bodies of maintained schools (including maintained nursery 

schools) and colleges;   

• proprietors of independent schools (including academies and free 

schools), alternative provision academies and non-maintained special schools; 

and  

• management committees of pupil referral units (PRUs) are asked to 

ensure that all staff read at least Part one of the guidance.  

 
For ease of reference Part one is set out here as a standalone document.   

   



Part one: Safeguarding information for all staff  

What school and college staff should know and do  

A child centred and coordinated approach to safeguarding   

1. Schools and colleges and their staff are an important part of the wider 

safeguarding system for children. This system is described in statutory 

guidance Working together to safeguard children.    

2. Safeguarding and promoting the welfare of children is everyone’s 

responsibility. Everyone who comes into contact with children and their 

families and carers has a role to play in safeguarding children. In order to fulfil 

this responsibility effectively, all professionals should make sure their 

approach is child-centred. This means that they should consider, at all times, 

what is in the best interests of the child.   

3. No single professional can have a full picture of a child’s needs and 

circumstances. If children and families are to receive the right help at the right 

time, everyone who comes into contact with them has a role to play in 

identifying concerns, sharing information and taking prompt action.   

4. Safeguarding and promoting the welfare of children is defined for the purposes 

of this guidance as: protecting children from maltreatment; preventing 

impairment of children’s health or development; ensuring that children grow up 

in circumstances consistent with the provision of safe and effective care; and 

taking action to enable all children to have the best outcomes.   

5. Children includes everyone under the age of 18.  

The role of school and college staff  

6. School and college staff are particularly important as they are in a position to 

identify concerns early, provide help for children, and prevent concerns from 

escalating.   

7. All school and college staff have a responsibility to provide a safe environment 

in which children can learn.   

8. Every school and college should have a designated safeguarding lead who 

will provide support to staff members to carry out their safeguarding duties and who 

will liaise closely with other services such as children’s social care.  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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9. All school and college staff should be prepared to identify children who may 

benefit from early help.1 Early help means providing support as soon as a problem 

emerges at any point in a child’s life, from the foundation years through to the 

teenage years. In the first instance, staff should discuss early help requirements with 

the designated safeguarding lead. Staff may be required to support other agencies 

and professionals in an early help assessment.   

10. Any staff member who has a concern about a child’s welfare should follow 

the referral processes set out in paragraphs 21-27. Staff may be required to support 

social workers and other agencies following any referral.   

11. The Teachers’ Standards 2012 state that teachers, including headteachers, 

should safeguard children’s wellbeing and maintain public trust in the teaching 

profession as part of their professional duties.2  

What school and college staff need to know  

12. All staff members should be aware of systems within their school or college 

which support safeguarding and these should be explained to them as part of staff 

induction. This should include:   

• the child protection policy;   

  

• the staff behaviour policy (sometimes called a code of conduct); and  

  

• the role of the designated safeguarding lead.   

Copies of policies and a copy of Part one of this document (Keeping children safe in 
education) should be provided to staff at induction.   

 

13. All staff members should receive appropriate safeguarding and child 

protection training which is regularly updated. In addition all staff members should 

receive safeguarding and child protection updates (for example, via email, e-bulletins 

and staff meetings), as required, but at least annually, to provide them with relevant 

skills and knowledge to safeguard children effectively.    

14. All staff should be aware of the early help process, and understand their role 

in it. This includes identifying emerging problems, liaising with the designated 

safeguarding lead, sharing information with other professionals to support early 

identification and assessment and, in some cases, acting as the lead professional in 

undertaking an early help assessment.    

15. All staff should be aware of the process for making referrals to children’s 

social care and for statutory assessments under the Children Act 19893 that may 

                                                           
1 Detailed information on early help can be found in Chapter 1 of Working together to safeguard children  
2 The Teachers' Standards apply to: trainees working towards QTS; all teachers completing their statutory induction period (newly 
qualified teachers [NQTs]); and teachers in maintained schools, including maintained special schools, who are subject to the Education 
(School Teachers’ Appraisal) (England) Regulations 2012.  

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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follow a referral, along with the role they might be expected to play in such 

assessments.4   

16. All staff should know what to do if a child tells them he/she is being abused or 

neglected. Staff should know how to manage the requirement to maintain an 

appropriate level of confidentiality whilst at the same time liaising with relevant 

professionals such as the designated safeguarding lead and children’s social care. 

Staff should never promise a child that they will not tell anyone about an allegation, as 

this may ultimately not be in the best interests of the child.  

What school and college staff should look out for  

17. All school and college staff members should be aware of the types of abuse 

and neglect so that they are able to identify cases of children who may be in need of 

help or protection. Types of abuse and neglect, and examples of safeguarding issues 

are described in paragraphs 35-44 of this guidance.  

18. Departmental advice What to do if you are worried a child is being abused- 

Advice for practitioners provides more information on understanding and identifying 

abuse and neglect. Examples of potential signs of abuse and neglect are highlighted 

throughout the advice and will be particularly helpful for school and college staff. The 

NSPCC website also provides useful additional information on types of abuse and 

what to look out for.  

19. Staff members working with children are advised to maintain an attitude of ‘it 

could happen here’ where safeguarding is concerned. When concerned about the 

welfare of a child, staff members should always act in the best interests of the child.  

20. Knowing what to look for is vital to the early identification of abuse and 

neglect. If staff members are unsure, they should always speak to the designated 

safeguarding lead.   

What school and college staff should do if they have concerns about a child  

21.  If staff members have any concerns about a child (as opposed to a child 
being in immediate danger - see paragraph 28) they will need to decide what action to 
take. Where possible, there should be a conversation with the designated 
safeguarding lead to agree a course of action, although any staff member can make a 
referral to children’s social care. Other options could include referral to specialist 
services or early help services and should be made in accordance with the referral 
threshold set by the Local Safeguarding Children Board.   

                                                                                                                                                

22. If anyone other than the designated safeguarding lead makes the referral, they 

should inform the designated safeguarding lead as soon as possible. The local 

authority should make a decision within one working day of a referral being made 

about what course of action they are taking and should let the referrer know the 

outcome. Staff should follow up on a referral should that information not be 

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
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forthcoming. The online tool Reporting child abuse to your local council directs staff to 

their local children’s social care contact number. 3 

23. See page 9 for a flow chart setting out the process for staff when they have 

concerns about a child.  

24. If, after a referral, the child’s situation does not appear to be improving, the 

designated safeguarding lead (or the person who made the referral) should press for 

reconsideration to ensure their concerns have been addressed and, most importantly, 

that the child’s situation improves.   

25. If early help is appropriate, the designated safeguarding lead should support 

the staff member in liaising with other agencies and setting up an inter-agency 

assessment as appropriate.   

26. If early help or other support is appropriate, the case should be kept under 

constant review and consideration given to a referral to children’s social care if the 

child’s situation does not appear to be improving.   

27. If a teacher4, in the course of their work in the profession, discovers that an 

act of Female Genital Mutilation appears to have been carried out on a girl under the 

age of 18, the teacher must report this to the police. See Annex A for further details.  

What school and college staff should do if a child is in danger or at risk of harm  

28. If a child is in immediate danger or is at risk of harm, a referral should be 
made to children’s social care and/or the police immediately. Anyone can make a 
referral. Where referrals are not made by the designated safeguarding lead, the 
designated safeguarding lead should be informed as soon as possible that a referral 
has been made. Reporting child abuse to your local council directs staff to their local 
children’s social care contact number.  
Record keeping  

 

29. All concerns, discussions and decisions made and the reasons for those 

decisions should be recorded in writing. If in doubt about recording requirements, staff 

should discuss with the designated safeguarding lead.   

Why is all of this important?   

                                                           
3 Under the Children Act 1989, local authorities are required to provide services for children in need in their area for the purposes of safeguarding 
and promoting their welfare. Local authorities undertake assessments of the needs of individual children to determine which services to provide 
and what action to take. This can include:  
Section 17- A child in need is defined under section 17(10) of the Children Act 1989 as a child who is unlikely to achieve or maintain a reasonable 
level of health or development, or whose health or development is likely to be significantly or further impaired, without the provision of services; or 
a child who is disabled.  
Section 47- If the local authority have reasonable cause to suspect that a child is suffering, or likely to suffer, significant harm they have a duty to 
make enquires under section 47 to enable them to decide whether they should take any action to safeguard and promote the child’s welfare. This 
duty also applies if a child is subject to an emergency protection order (under section 44 of the Children Act 1989) or in police protective custody 
under section 46 of the Children Act 1989. Section 5B(11) of the FGM Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) 
provides the definition for the term ‘teacher’: “teacher” means – (a) in relation to England, a person within section 141A(1) of the Education Act 
2002 (persons employed or engaged to carry out teaching work at schools and other institutions in England).    
4 Detailed information on statutory assessments can be found in Chapter 1 of Working together to safeguard children   

 

https://www.gov.uk/report-child-abuse-to-local-council
https://www.gov.uk/report-child-abuse-to-local-council
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30. It is important for children to receive the right help at the right time to address 

risks and prevent issues escalating. Research and Serious Case Reviews have 

repeatedly shown the dangers of failing to take effective action. Poor practice 

includes: failing to act on and refer the early signs of abuse and neglect; poor record 

keeping; failing to listen to the views of the child; failing to re-assess concerns when 

situations do not improve; sharing information too slowly; and a lack of challenge to 

those who appear not to be taking action.5  

What school and college staff should do if they have concerns about another staff 

member  

31.  If staff members have concerns about another staff member, then this should 
be referred to the headteacher or principal. Where there are concerns about the 
headteacher or principal, this should be referred to the chair of governors, chair of the 
management committee or proprietor of an independent school as appropriate. In the 
event of allegations of abuse being made against the headteacher, where the 
headteacher is also the sole proprietor of an independent school, allegations should 
be reported directly to the designated officer(s) at the local authority. Staff may 
consider discussing any concerns with the school’s designated safeguarding lead and 
make any referral via them. Full details can be found in Part four of this guidance.   

What school or college staff should do if they have concerns about safeguarding 

practices within the school or college  

32. All staff and volunteers should feel able to raise concerns about poor or unsafe 

practice and potential failures in the school or college’s safeguarding regime and 

know that such concerns will be taken seriously by the senior leadership team.  

33. Appropriate whistleblowing procedures, which are suitably reflected in staff 

training and staff behaviour policies, should be in place for such concerns to be raised 

with the school or college’s senior leadership team.   

34. Where a staff member feels unable to raise an issue with their employer or 

feels that their genuine concerns are not being addressed, other whistleblowing 

channels may be open to them:   

• General guidance can be found at- Advice on whistleblowing   

  

 The NSPCC whistleblowing helpline is available for staff who do not feel able to raise 
concerns regarding child protection failures internally. Staff can call 0800 028 0285 – 
line is available from 8:00 AM to 8:00 PM, Monday to Friday and email: 
help@nspcc.org.uki   

                                                           
5 Section 5B(11) of the FGM Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) provides the definition for the term ‘teacher’: 

“teacher” means – (a) in relation to England, a person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry 

out teaching work at schools and other institutions in England).    

https://www.gov.uk/whistleblowing
https://www.gov.uk/whistleblowing
https://www.gov.uk/government/news/home-office-launches-child-abuse-whistleblowing-helpline
https://www.gov.uk/government/news/home-office-launches-child-abuse-whistleblowing-helpline


 
 
1. In cases which also involve an allegation of abuse against a staff member, see 
Part four of this guidance.  
 
2. Early help means providing support as soon as a problem emerges at any 
point in a child’s life. Where a child would benefit from co-ordinated early help, an 
early help inter-agency assessment should be arranged.  Chapter one of Working 
together to safeguard children provides detailed guidance on the early help 
process.  

 
3. Under the Children Act 1989, local authorities are required to provide services 
for children in need for the purposes of safeguarding and promoting their welfare.  
This can include s17 assessments of children in need and s47 assessments of 
children at risk of significant harm.  Full details are in Chapter one of Working 
together to safeguard children  

 
4. This could include applying for an Emergency Protection Order (EPO).    

                    

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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Types of abuse and neglect  
 

35. All school and college staff should be aware that abuse, neglect and 

safeguarding issues are rarely standalone events that can be covered by one 

definition or label. In most cases, multiple issues will overlap with one another.   

36. Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a 

child by inflicting harm or by failing to act to prevent harm. Children may be abused in 

a family or in an institutional or community setting by those known to them or, more 

rarely, by others (e.g. via the internet). They may be abused by an adult or adults or 

by another child or children.  

37. Physical abuse: a form of abuse which may involve hitting, shaking, throwing, 

poisoning, burning or scalding, drowning, suffocating or otherwise causing physical 

harm to a child. Physical harm may also be caused when a parent or carer fabricates 

the symptoms of, or deliberately induces, illness in a child.  

38. Emotional abuse: the persistent emotional maltreatment of a child such as to 

cause severe and adverse effects on the child’s emotional development. It may 

involve conveying to a child that they are worthless or unloved, inadequate, or valued 

only insofar as they meet the needs of another person. It may include not giving the 

child opportunities to express their views, deliberately silencing them or ‘making fun’ 

of what they say or how they communicate. It may feature age or developmentally 

inappropriate expectations being imposed on children. These may include interactions 

that are beyond a child’s developmental capability as well as overprotection and 

limitation of exploration and learning, or preventing the child participating in normal 

social interaction. It may involve seeing or hearing the ill-treatment of another. It may 

involve serious bullying (including cyberbullying), causing children frequently to feel 

frightened or in danger, or the exploitation or corruption of children. Some level of 

emotional abuse is involved in all types of maltreatment of a child, although it may 

occur alone.   

39. Sexual abuse: involves forcing or enticing a child or young person to take part 

in sexual activities, not necessarily involving a high level of violence, whether or not 

the child is aware of what is happening. The activities may involve physical contact, 

including assault by penetration (for example rape or oral sex) or non-penetrative acts 

such as masturbation, kissing, rubbing and touching outside of clothing. They may 

also include non-contact activities, such as involving children in looking at, or in the 

production of, sexual images, watching sexual activities, encouraging children to 

behave in sexually inappropriate ways, or grooming a child in preparation for abuse 

(including via the internet). Sexual abuse is not solely perpetrated by adult males. 

Women can also commit acts of sexual abuse, as can other children.  

Neglect: the persistent failure to meet a child’s basic physical and/or psychological needs, 
likely to result in the serious impairment of the child’s health or development. Neglect may 
occur during pregnancy as a result of maternal substance abuse. Once a child is born, 
neglect may involve a parent or carer failing to: provide adequate food, clothing and shelter 
(including exclusion from home or abandonment); protect a child from physical and 



emotional harm or danger; ensure adequate supervision (including the use of inadequate 
care-givers); or ensure access to appropriate medical care or treatment. It may also include 
neglect of, or unresponsiveness to, a child’s basic emotional needs.  

Specific safeguarding issues  

41. All staff should have an awareness of safeguarding issues, some of which are 

listed below. Staff should be aware that behaviours linked to the likes of drug taking, 

alcohol abuse, truanting and sexting put children in danger.   

42. All staff should be aware that safeguarding issues can manifest themselves 

via peer on peer abuse. This is most likely to include, but may not be limited to, 

bullying (including cyberbullying), gender based violence/sexual assaults and sexting. 

Staff should be clear as to the school or college’s policy and procedures with regards 

to peer on peer abuse.   

43. Expert and professional organisations are best placed to provide up-to-date 

guidance and practical support on specific safeguarding issues. For example, 

information for schools and colleges can be found on the TES, MindEd and the 

NSPCC websites. School and college staff can access government guidance as 

required on the issues listed below via GOV.UK and other government websites:   

• bullying including cyberbullying   

• children missing education – and Annex A   

• child missing from home or care  

• child sexual exploitation (CSE) – and Annex A  

• domestic violence   

• drugs   

• fabricated or induced illness   

• faith abuse   

• female genital mutilation (FGM) – and Annex A   

• forced marriage- and Annex A  

• gangs and youth violence   

• gender-based violence/violence against women and girls (VAWG)  

• hate   

• mental health  

• missing children and adults    

https://www.tes.com/teaching-resources
https://www.tes.com/teaching-resources
https://www.minded.org.uk/digitalrisk
https://www.minded.org.uk/digitalrisk
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
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https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/forced-marriage
https://www.gov.uk/forced-marriage
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
https://www.gov.uk/government/policies/ending-violence-against-women-and-girls-in-the-uk
http://educateagainsthate.com/
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• private fostering   

• preventing radicalisation – and Annex A  

• relationship abuse   

• sexting  

• trafficking  

44. Annex A contains important additional information about specific forms of 

abuse and safeguarding issues. School leaders and those staff who work directly with 

children should read the annex.  

     

https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance


Annex A: Further information  

Further information on a child missing from education   

All children, regardless of their circumstances, are entitled to a full time education, 
which is suitable to their age, ability, aptitude and any special educational needs they 
may have. Local authorities have a duty to establish, as far as it is possible to do so, 
the identity of children of compulsory school age who are missing education in their 
area. Effective information sharing between parents, schools, colleges and local 
authorities is critical to ensuring that all children are safe and receiving suitable 
education.  

 
A child going missing from education is a potential indicator of abuse or neglect and 
such children are at risk of being victims of harm, exploitation or radicalisation. School 
and college staff should follow their procedures for unauthorised absence and for 
dealing with children that go missing from education, particularly on repeat occasions, 
to help identify the risk of abuse and neglect, including sexual exploitation, and to help 
prevent the risks of going missing in future.   

 
Schools and colleges should put in place appropriate safeguarding policies, 
procedures and responses for children who go missing from education, particularly on 
repeat occasions. It is essential that all staff are alert to signs to look out for and the 
individual triggers to be aware of when considering the risks of potential safeguarding 
concerns such as travelling to conflict zones, female genital mutilation and forced 
marriage. Further information about children at risk of missing education can be found 
in the Children Missing Education guidance.  

Schools  

The law requires all schools to have an admission register and, with the exception of 
schools where all pupils are boarders, an attendance register. All pupils must be 
placed on both registers. Schools must place pupils on the admission register at the 
beginning of the first day on which the school has agreed, or been notified, that the 
pupil will attend the school. If a pupil fails to attend on the agreed or notified date, the 
school should consider notifying the local authority at the earliest opportunity to 
prevent the child from going missing from education.  

 

It is important that the admission register is accurate and kept up to date. Schools 
should regularly encourage parents to inform them of any changes whenever they 
occur. This can assist the school and local authority when making enquiries to locate 
children missing education.  

 

Schools should monitor attendance and address it when it is poor or irregular. All 
schools must inform the local authority of any pupil who fails to attend school 
regularly, or has been absent without the school’s permission8 for a continuous period 
of 10 school days or more, at such intervals as are agreed between the school and 
the local authority.9   

                                                           
8 or by reason of sickness or unavoidable cause or on a day exclusively set apart for religious observance by the religious body to which 

their parent belongs or because the school is not within walking distance of the pupil’s home and no suitable arrangements have been 

made by the local authority either for their transport to and from the school or for boarding accommodation for them at or near the 

school or for enabling them to become a registered pupil at a school nearer their home.  
9 In default of such agreement, at intervals determined by the Secretary of State.  

https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-missing-education


Where a parent notifies a school that a pupil will live at another address, all schools 
are required10 to record in the admission register:  

• the full name of the parent with whom the pupil will live;  

• the new address; and  

• the date from when it is expected the pupil will live at this address.11  

Where a parent of a pupil notifies the school that the pupil is registered at another 
school or will be attending a different school in future, schools must record12 in the 
admission register:13  

• the name of the new school; and  

• the date on which the pupil first attended or is due to start attending 

that school.  

Schools are required14 to notify the local authority within five days when a pupil’s 
name is added to the admission register. Schools will need to provide the local 
authority with all the information held within the admission register about the pupil. 
This duty does not apply to pupils who are registered at the start of the school’s 
youngest year, unless the local authority requests for such information to be provided.   

 

Schools must also notify the local authority when a pupil’s name is to be deleted from 
the admission register under any of the fifteen grounds set out in the Education 
(Pupil Registration) (England) Regulations 2006 as amended,15 as soon as the 
ground for deletion is met and no later than the time at which the pupil’s name 
is deleted from the register. This duty does not apply where the pupil has completed 
the school’s final year, unless the local authority requests for such information to be 
provided.  

 

A pupil’s name can only be deleted from the admission register under regulation 8(1), 
sub-paragraph (f)(iii) or (h)(iii) if the school and the local authority have failed to 
establish the pupil’s whereabouts after jointly making reasonable enquiries. Advice on 
carrying out reasonable enquiries can be found in the Children Missing Education 
guidance.  

 

Where a school notifies a local authority that a pupil’s name is to be deleted from the 
admission register, the school must provide16 the local authority with:   

• the full name of the pupil;  

• the full name and address of any parent with whom the pupil lives;  

• at least one telephone number of the parent with whom the pupil lives;  

• the full name and address of the parent with whom the pupil is going to 

live, and the date the pupil is expected to start living there, if applicable;  

                                                           
10 Under regulation 5 of the Education (Pupil Registration) (England) Regulations 2006 as amended.  
11 Where schools can reasonably obtain this information.  
12 Under regulation 12 of the Education (Pupil Registration) (England) Regulations 2006 as amended 
13 Where schools can reasonably obtain this information. 
14 Under regulation 12 of the Education (Pupil Registration) (England) Regulations 2006 as amended. 
15 Regulation 8 of the Education (Pupil Registration) (England) Regulations 2006. 

16 Under regulation 12 of the Education (Pupil Registration) (England) Regulations 2006 as amended. 
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• the name of pupil’s destination school and the pupil’s expected start 

date there, if applicable; and  

• the ground in regulation 8 under which the pupil’s name is to be 

deleted from the admission register.  

Schools and local authorities should work together to agree on methods of making 
returns. When making returns, the school should highlight to the local authority where 
they have been unable to obtain the necessary information from the parent, for 
example in cases where the child’s destination school or address is unknown. 
Schools should also consider whether it is appropriate to highlight any contextual 
information of a vulnerable child who is missing education, such as any safeguarding 
concerns.  

 

It is essential that schools comply with these duties, so that local authorities 

can, as part of their duty to identify children of compulsory school age who are 

missing education, follow up with any child who might be at risk of not receiving 

an education and who might be at risk of being harmed, exploited or radicalised.  

The department provides a secure internet system – school2school – to allow schools 
to transfer pupil information to another school when the child moves. All local authority 
maintained schools are required, when a pupil ceases to be registered at their school 
and becomes a registered pupil at another school in England or Wales, to send a 
Common Transfer File (CTF) to the new school. Academies (including free schools) 
are also strongly encouraged to send CTFs when a pupil leaves to attend another 
school. Independent schools can be given access to school2school by the 
department.   

 

The school2school website also contains a searchable area, commonly referred to as 
the ‘Lost Pupil Database’, where schools can upload CTFs of pupils who have left but 
their destination or next school is unknown or the child has moved abroad or 
transferred to a non-maintained school. If a pupil arrives in a school and the previous 
school is unknown, schools should contact their local authority who will be able to 
search the database.  

Colleges  

Where a college is providing education for a child of compulsory school age, the 
college shall work collaboratively with the appropriate local authority in order to share 
information about the attendance and/or absences of that child as the local authority 
deems necessary, as set out in departmental advice Enrolment of 14 to 16 year olds 
in full time further education. The college should also inform the relevant local 
authority immediately if that child is removed from the roll so that the local authority 
can as part of their duty identify children of compulsory school age who are missing 
education.   

 

Further information on child sexual exploitation   

Child sexual exploitation is a form of sexual abuse where children are sexually 
exploited for money, power or status. It can involve violent, humiliating and degrading 
sexual assaults. In some cases, young people are persuaded or forced into 
exchanging sexual activity for money, drugs, gifts, affection or status. Consent cannot 
be given, even where a child may believe they are voluntarily engaging in sexual 
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activity with the person who is exploiting them. Child sexual exploitation does not 
always involve physical contact and can happen online. A significant number of 
children who are victims of sexual exploitation go missing from home, care and 
education at some point. Some of the following signs may be indicators of sexual 
exploitation:  

• Children who appear with unexplained gifts or new possessions;  

• Children who associate with other young people involved in 

exploitation;  

• Children who have older boyfriends or girlfriends;  

• Children who suffer from sexually transmitted infections or become 

pregnant;  

• Children who suffer from changes in emotional well-being;  

• Children who misuse drugs and alcohol;  

• Children who go missing for periods of time or regularly come home 

late; and  

• Children who regularly miss school or education or do not take part in 

education.  

Further information on so-called ‘honour based’ violence   

So-called ‘honour-based’ violence (HBV) encompasses crimes which have been 
committed to protect or defend the honour of the family and/or the community, 
including Female Genital Mutilation (FGM), forced marriage, and practices such as 
breast ironing. All forms of so called HBV are abuse (regardless of the motivation) and 
should be handled and escalated as such. If in any doubt, staff should speak to the 
designated safeguarding lead. Professionals in all agencies, and individuals and 
groups in relevant communities, need to be alert to the possibility of a child being at 
risk of HBV, or already having suffered HBV.  
 

Indicators  

There are a range of potential indicators that a child may be at risk of HBV. Guidance 
on the warning signs that FGM or forced marriage may be about to take place, or may 
have already taken place, can be found on pages 38-41 of the Multi agency statutory 
guidance on FGM (pages 59-61 focus on the role of schools and colleges) and pages 
13-14 of the Multi-agency guidelines: Handling case of forced marriage.   

Actions  

If staff have a concern regarding a child that might be at risk of HBV, they should 
activate local safeguarding procedures, using existing national and local protocols for 
multiagency liaison with police and children’s social care. Where FGM has taken 
place, since 31 October 2015 there has been a mandatory reporting duty placed on 
teachers17 that requires a different approach (see following section).   

FGM mandatory reporting duty  

FGM comprises all procedures involving partial or total removal of the external female 
genitalia or other injury to the female genital organs. It is illegal in the UK and a form 
of child abuse with long-lasting harmful consequences.  

                                                           
17 Section 5B(11) of the FGM Act 2003 (as inserted by section 74 of the Serious Crime Act 2015) provides the definition for the term ‘teacher’: 

”teacher” means – (a) in relation to England, a person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry 

out teaching work at schools and other institutions in England).    
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Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of the 
Serious Crime Act 2015) places a statutory duty upon teachers along with regulated 
health and social care professionals in England and Wales, to report to the police 
where they discover (either through disclosure by the victim or visual evidence) that 
FGM appears to have been carried out on a girl under 18. Those failing to report such 
cases will face disciplinary sanctions. It will be rare for teachers to see visual 
evidence, and they should not be examining pupils, but the same definition of what is 
meant by “to discover that an act of FGM appears to have been carried out” is used 
for all professionals to whom this mandatory reporting duty applies. Information on 
when and how to make a report can be found at  Mandatory reporting of female 
genital mutilation procedural information.  

 
Teachers must personally report to the police cases where they discover that an act 
of FGM appears to have been carried out.18 Unless the teacher has a good reason 
not to, they should also still consider and discuss any such case with the school or 
college’s designated safeguarding lead and involve children’s social care as 
appropriate. The duty does not apply in relation to at risk or suspected cases (i.e. 
where the teacher does not discover that an act of FGM appears to have been carried 
out, either through disclosure by the victim or visual evidence) or in cases where the 
woman is 18 or over. In these cases, teachers should follow local safeguarding 
procedures. The following is a useful summary of the FGM mandatory reporting duty: 
FGM Fact Sheet.  

Forced marriage  

Forcing a person into a marriage is a crime in England and Wales. A forced marriage 
is one entered into without the full and free consent of one or both parties and where 
violence, threats or any other form of coercion is used to cause a person to enter into 
a marriage. Threats can be physical or emotional and psychological. A lack of full and 
free consent can be where a person does not consent or where they cannot consent 
(if they have learning disabilities, for example). Nevertheless, some communities use 
religion and culture as a way to coerce a person into marriage. Schools and colleges 
can play an important role in safeguarding children from forced marriage.  

 

The Forced Marriage Unit has published Multi-agency guidelines, with pages 32-36 
focusing on the role of schools and colleges. School and college staff can contact the 
Forced Marriage Unit if they need advice or information: Contact: 020 7008 0151 or 
email fmu@fco.gov.uk    

Further information on preventing radicalisation  
Protecting children from the risk of radicalisation should be seen as part of schools’ and 
colleges’ wider safeguarding duties, and is similar in nature to protecting children from other 
forms of harm and abuse. During the process of radicalisation it is possible to intervene to 
prevent vulnerable people being radicalised.  
 
Radicalisation refers to the process by which a person comes to support terrorism and 
forms of extremism.619 There is no single way of identifying an individual who is likely 
to be susceptible to an extremist ideology. It can happen in many different ways and 

                                                           
18 Section 5B(6) of the Female Genital Mutilation Act 2003 states teachers need not report a case to the police if they  have reason to 

believe that another teacher has already reported the case.  
19 Extremism is vocal or active opposition to fundamental British values, including democracy, the rule of law, individual liberty and mutual 

respect and tolerance of different faiths and beliefs. We also include in our definition of extremism calls for the death of members of our 

armed forces, whether in this country or overseas.  
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settings. Specific background factors may contribute to vulnerability which are often 
combined with specific influences such as family, friends or online, and with specific 
needs for which an extremist or terrorist group may appear to provide an answer. The 
internet and the use of social media in particular has become a major factor in the 
radicalisation of young people.  

As with other safeguarding risks, staff should be alert to changes in children’s 
behaviour which could indicate that they may be in need of help or protection. Staff 
should use their judgement in identifying children who might be at risk of radicalisation 
and act proportionately, which may include making a referral to the Channel 
programme.  

Prevent  

From 1 July 2015, specified authorities, including all schools (and, since 18 
September 2015, all colleges) as defined in the summary of this guidance, are subject 
to a duty under section 26 of the Counter-Terrorism and Security Act 2015 (the CTSA 
2015), in the exercise of their functions, to have “due regard20 to the need to prevent 
people from being drawn into terrorism”.21 This duty is known as the Prevent duty. It 
applies to a wide range of public-facing bodies. Bodies to which the duty applies must 
have regard to statutory guidance issued under section 29 of the CTSA 2015. 
Paragraphs 57-76 of the Revised Prevent duty guidance: for England and Wales are 
specifically concerned with schools (but also cover childcare). The guidance is set out 
in terms of four general themes: Risk assessment, working in partnership, staff 
training, and IT policies.  

• Schools are expected to assess the risk of children being drawn into 

terrorism, including support for extremist ideas that are part of terrorist 

ideology. This means being able to demonstrate both a general understanding 

of the risks affecting children and young people in the area and a specific 

understanding of how to identify individual children who may be at risk of 

radicalisation and what to do to support them. Schools should have clear 

procedures in place for protecting children at risk of radicalisation. These 

procedures may be set out in existing safeguarding policies. It is not 

necessary for schools to have distinct policies on implementing the Prevent 

duty.  

• The Prevent duty builds on existing local partnership arrangements. 

For example, governing bodies and proprietors of all schools should ensure 

that their safeguarding arrangements take into account the policies and 

procedures of the Local Safeguarding Children Board. Effective engagement 

with parents / the family should also be considered as they are in a key 

position to spot signs of radicalisation. It is important to assist and advise 

families who raise concerns and be able to point them to the right support 

mechanisms. Schools should also discuss any concerns in relation to possible 

radicalisation with a child’s parents in line with the individual school’s 

safeguarding policies and procedures unless they have specific reason to 

believe that to do so would put the child at risk.  

                                                           
20 According to the Prevent duty guidance ‘having due regard’ means that the authorities should place an appropriate amount of weight on 

the need to prevent people being drawn into terrorism when they consider all the other factors relevant to how they carry out their usual 

functions.  
21 “Terrorism” for these purposes has the same meaning as for the Terrorism Act 2000 (section 1(1) to (4) of that Act).  
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• The Prevent guidance refers to the importance of Prevent awareness 

training to equip staff to identify children at risk of being drawn into terrorism 

and to challenge extremist ideas. Individual schools are best placed to assess 

the training needs of staff in the light of their assessment of the risk to pupils at 

the school of being drawn into terrorism. As a minimum, however, schools 

should ensure that the designated safeguarding lead undertakes Prevent 

awareness training and is able to provide advice and support to staff on 

protecting children from the risk of radicalisation.  

• Schools should ensure that children are safe from terrorist and 

extremist material when accessing the internet in schools.   

The department has also published advice for schools on the Prevent duty. The 
advice is intended to complement the Prevent guidance and signposts other sources 
of advice and support.  There is additional guidance: Prevent duty guidance: for 
further education institutions in England and Wales that applies to colleges.   

 

The Government has launched educate against hate, a website designed to equip 
school and college leaders, teachers and parents with the information, tools and 
resources they need to recognise and address extremism and radicalisation in young 
people. The website provides information on training resources for teachers, staff and 
school and college leaders, such as Prevent e-learning, via the Prevent Training 
catalogue.    

 

Channel  

School and college staff should understand when it is appropriate to make a referral 
to the Channel programme.22 Channel guidance is available at: Channel guidance.  
An elearning channel awareness programme for staff is available at: Channel General 
Awareness. Channel is a programme which focuses on providing support at an early 
stage to people who are identified as being vulnerable to being drawn into terrorism. It 
provides a mechanism for schools to make referrals if they are concerned that an 
individual might be vulnerable to radicalisation. An individual’s engagement with the 
programme is entirely voluntary at all stages. In addition to information sharing, if a 
staff member makes a referral to Channel, they may be asked to attend a Channel 
panel to discuss the individual referred to determine whether support is required.  

 
Section 36 of the CTSA 2015 places a duty on local authorities to ensure Channel 
panels are in place. The panel must be chaired by the local authority and include the 
police for the relevant local authority area. Following a referral, the panel will assess 
the extent to which identified individuals are vulnerable to being drawn into terrorism 
and, where considered appropriate and the necessary consent is obtained, arrange 
for support to be provided to those individuals. Section 38 of the CTSA 2015 requires 
partners of Channel panels to co-operate with the panel in the carrying out of its 
functions and with the police in providing information about a referred individual. 
Schools and colleges that are required to have regard to Keeping children safe in 
education are listed in the CTSA 2015 as partners required to cooperate with local 
Channel panels.23  

                                                           
22 Guidance issued under section 36(7) and section 38(6) of the CTSA 2015.   
23 Such partners are required to have regard to guidance issued under section 38(6) of the CTSA 2015 when cooperating with the panel 

and police under section 38 of the CTSA 2015.  
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