Procedures Manual
04.17.01

MANAGING ALLEGATIONS OF ABUSE
AGAINST PEOPLE WHO WORK WITH
CHILDREN OR THOSE IN POSITIONS OF
TRUST (WHISTLEBLOWING)

PURPOSE

To provide staff with the knowledge of the process of revealing child
protection allegations

SCOPE

All staff and students undertaking work experience

RESPONSIBILITY

All staff

PROCEDURE
Summary of Process
Allegation made to West Suffolk College
1. Allegations should be reported to the Principal immediately unless the allegation is
about the Principal, in which case it should be reported to the Local Authority
Designated Officer (LADO) who will inform the Chair of Governors immediately.
2. The allegation should not be investigated by the College, at this stage.
3. The Principal/Chair of Governors should report the allegation to the LADO the
same day (details of LADO are set out in Appendix 1).
Allegation made to the Police or Children and Young People’s Directorate (CYP)
4. If an allegation is made to the police, the officer who receives it should report it to
the force designated liaison officer (see Appendix 1) without delay and the
designated liaison officer should inform the LADO straight away. Similarly, if the
allegation is made to CYP the person who receives it should report it to the LADO
without delay.
Initial consideration
5. The LADO will discuss the matter with the Principal/Chair of Governors and obtain
further details of the allegation and the circumstances in which it was made.
6. The LADO will immediately refer the allegation to the CYP Safeguarding Manager
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and ask for a strategy discussion to be convened as soon as possible.
7. The LADO and Principal/Chair of Governors should be included in the strategy
discussion.
8. Principal/Chair of Governors, in consultation with LADO consider whether
suspension is appropriate – see 7.1 - 7.5.
Cases subject to Police investigation
9. The police will aim to complete their enquiries as quickly as possible and will set a
target date for review of progress. Wherever possible this should take place no
later than 4 weeks after the initial strategy discussion.
Action following initial consideration
10. Where the initial consideration decides that the allegation does not involve a
possible criminal offence the employer will deal with it.
11. If the nature of the allegation does not require formal disciplinary action the
Principal/ Chair of Governors should institute appropriate action within 3 working
days and confirm in writing to the LADO what action has been taken.
12. Where further investigation is required to inform consideration of disciplinary action
the Principal in consultation with the LADO will decide who should undertake that.
The investigating officer should aim to provide a report to the employer within 10
working days.
13. On receipt of the report of the investigation the Principal and Chair of Governors
should consult the LADO and decide whether a hearing is needed within 2 working
days. If a hearing is required it should be held within 15 working days.
Referral to DfES
14. If the allegation is substantiated and the person is dismissed or the College ceases
to use the person’s services, or the person resigns or otherwise ceases to provide
his/her services, the LADO should discuss with the school and personnel officer
whether a referral to the DfES is required.
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Introduction
1 Governing Bodies
1.1 Governing bodies are required by legislation to make arrangements to ensure that their functions
are carried out with a view to safeguarding and promoting the welfare of children. This includes
having effective systems in place to promote safe practice, to prevent unsuitable people from
working with children and young people; and to challenge poor and unsafe practice. There is
considerable national guidance on these issues (see Appendix 3), and it has been taken into
account in the preparation of this document.
1.2 This procedure has been adopted by the governing body on the recommendation of Suffolk
County Council and will be used in respect of all cases in which it is alleged that a teacher or
member of staff in a College (including a volunteer) has:
• Behaved in a way that has harmed a child, or may have harmed a child;
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• Possibly committed a criminal offence against or related to a child; or,
• Behaved towards a child or children in a way that indicates s/he is unsuitable to work with children.
Definitions of categories of abuse and examples of actions that may be interpreted as abusive
are set out in Appendix 2.
2. Scope of the Procedure
2.2. This procedure aims to ensure that all allegations against staff and volunteers are dealt with
thoroughly and appropriately whilst striking a balance between the need to protect children
from abuse and the need to protect staff and volunteers from false or unfounded accusations.
2.3. All staff and volunteers should understand what to do if they receive an allegation against
another member of staff or they themselves have concerns about the behaviour of another
member of staff. Failure to report conduct which meets the criteria set out in 1.2 above may
be dealt with under the Governing Body’s Disciplinary Procedures
2.4. There may be up to 3 strands in the consideration of an allegation:
• A police investigation of a possible criminal offence;
• Enquiries and assessment by children’s social care about whether a child is in need of
protection or in need of services;
• Consideration by the school of disciplinary action in respect of the individual.
Some cases will also need to be reported to DfES for consideration of including the person on
List 99, or consideration by the General Teaching Council (GTC), about possible sanctions
against an individual.
This applies to governing bodies of schools and further education institutions, management
committees of pupil referral units and Children’s Centres.
2.5 A summary of the process and a flowchart illustrating the steps within the procedure are set
out at the beginning of this document.
2.6 It is for the Principal to deal with all cases, unless they involve allegations against the Principal,
in which case the Chair of Governors assumes the role assigned, in this procedure, to the
Principal. All cases will require close and regular liaison between school and Local Authority
and, in some cases, the Dioceses.
3 Reporting Allegations
3.1 All allegations that meet the criteria set out in 1.2 should be reported straight away.
3.2 Allegations should be reported to the Principal immediately unless the allegation is about the
Principal, in which case it should be reported to the LADO who will inform the Chair of
Governors immediately.
3.3 The allegation should not be investigated by the College at this stage.
3.4 The Principal should report the allegation to the LADO the same day. Contact details are set
out in Appendix 1.
3.5 If an allegation is made to the police, the officer who receives it should report it to the force
designated liaison officer straight away. Similarly, if the allegation is made to Children and
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Young People’s Service (CYP) the person who receives it should report it to the LADO without
delay.
4 Initial consideration
4.1 The LADO will discuss the matter with the Principal and, where necessary, obtain further
details of the allegation and the circumstances in which it was made. The discussion should
also consider whether there is evidence/information that establishes that the allegation is false
or unfounded.
4.2 If the allegation is not demonstrably false the LADO will immediately refer the matter to the
Head of Safeguarding, or his named representative (see appendix 1), and ask for a strategy
discussion to be convened as soon as possible. In cases where the Head of Safeguarding
determines that the allegation does not meet the threshold of abuse s/he may decide that a
strategy discussion is not necessary and that the matter can be dealt with by the College
under disciplinary procedures.
4.3 The strategy discussion should include the LADO and the Principal.

5 Cases subject to a School /LA Investigation
5.1 Where, following a strategy discussion, the initial consideration determines that the allegation
does not involve a possible criminal offence it will be for the employer to deal with it.
5.2 In such cases, if the nature of the allegation does not require formal disciplinary action, the
Principal should institute appropriate action within 3 working days and confirm in writing to the
LADO what action has been taken.
5.3 If a disciplinary hearing is required and can be held without further investigation, this should
take place within 15 working days.
5.4 Where further investigation is required to inform consideration of disciplinary action, the
Principal should decide who will undertake that in consultation with the LADO and HR. In
some settings and circumstances it may be appropriate for the disciplinary investigation to be
conducted by a person who is independent of the College. The investigating officer should aim
to provide a report to the Principal within 10 working days.
5.5 On receipt of the report on the disciplinary investigation, the Principal should consult the
LADO and HR and decide whether a disciplinary hearing is needed within 2 working days. If a
hearing is required it should be held within 15 working days.
5.6 In any case in which children’s social care has undertaken enquiries to determine whether the
child or children are in need of protection, the Principal should take account of any relevant
information obtained in the course of those enquiries when considering disciplinary action.
5.7 The LADO should continue to liaise with the school to monitor progress of the case and
provide advice/support when required/requested.
6 Cases subject to Police Investigation
6.1 If a criminal investigation is required the police will aim to complete their enquiries as quickly
as possible consistent with a fair and thorough investigation and will keep the progress of the
case under review.
Date

Author

July 19

Sarah-Louise Neesam

Impact
Ass.

Issue

Review
Date

10

July 20

Quality App

Section

Page

4

5 of 8

6.2 A target date should be set at the outset for reviewing progress of the investigation and
consulting the CPS about whether to proceed with the investigation, charge the individual with
an offence, or close the case.
6.3 Wherever possible that review should take place no later than 4 weeks after the initial strategy
discussion and, if the decision is to continue to investigate the allegation, dates for subsequent
review should be set at that point.
6.4 If the police and/or CPS decide not to charge the individual with an offence, or decide to
administer a caution, or the person is acquitted by a Court, the police should wherever
possible aim to pass all information they have which may be relevant to a disciplinary case to
the employer within 3 working days of the decision. In those circumstances the employer and
the LADO should proceed as described in paragraphs 5.1 to 5.7 above.
6.5 If the staff member or volunteer is convicted of an offence the police should inform the
employer straight away so that appropriate action can be taken.
7 Suspension
7.1 Suspension should not be an automatic response to an allegation. However, suspension
should be considered in any case
7.2 Where there is cause to suspect a child is at risk of significant harm, or
7.3 The allegation warrants investigation by the police where there is a risk that the presence of
the employee on site could compromise the course of the police investigation, or
7.4 Is so serious that it might be grounds for dismissal.
7.5 Schools must consider carefully whether the circumstances of the case warrant a person
being suspended from contact with children until the allegation is resolved and should consult
and seek advice from the LADO and HR.
7.6 Consideration should be given to whether the result that would be achieved by suspension
could be obtained by alternative arrangements.
7.7 Whilst the decision to suspend rests with the Principal and governing body of the College, in
cases where a strategy discussion or initial evaluation concludes that there should be
enquiries by social care and/or an investigation by the police, the LADO should canvass
police/social care views about whether the accused member of staff should be suspended
from contact with children in order to inform the school’s decision.
7.8 In cases where it is decided on conclusion of the case that a person who has been suspended
can return to work, the College should consider how best to facilitate that. Depending on the
individual’s circumstances, a phased return and/or the provision of a mentor to provide
assistance and support in the short term may be appropriate. The College should also
consider how the person’s contact with the child or children who made the allegation can best
be managed if they are still attending the school.
8 Referral to DfES
8.1 If the allegation is substantiated and the person is dismissed or the College ceases to use the
person’s services, or the person resigns or otherwise ceases to provide his/her services, the
LADO should discuss with the school and HR Whether a referral to the DfES is required. If a
referral is appropriate the report should be made within one month.
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9 Supporting those involved
9.1 Parents or carers of a child or children involved should be told about the allegation as soon as
possible if they do not already know of it. The Principal should consult with the LADO about
how and by whom they should be informed.
9.2 The parent/carer should also be kept informed about progress of the case and told what action
will be taken where there is not a criminal prosecution.
9.3 In cases where a child may have suffered significant harm, or there may be a criminal
prosecution, children’s social care, or the police as appropriate, should consider what support
the child or children involved may need.
9.4 A named contact should be identified by the Principal in consultation with the LADO who will
keep the staff member or volunteer subject to the allegation informed of progress with the
case.
9.5 The Principal should consider, in consultation with the LADO, what other support is
appropriate for a staff member. This might include a referral to the occupational health service
or support through employee welfare arrangements.
9.6 If the person is suspended the College should also keep them informed about developments
at College.
9.7 If the staff member is a member of a union or professional association they should be advised
to contact that body at the earliest opportunity.
10 Confidentiality
10.1 Every effort should be made to maintain confidentiality and guard against unwanted publicity
while an investigation is being investigated/considered.
10.2 All proceedings will remain confidential to the parties concerned. The details of proceedings
of any investigatory interviews and/or hearings and appeals will not be reported other than to
those who have a role in the proceedings.
11 Resignations and “Compromise Agreements”
11.1 The fact that a person tenders his or her resignation, or ceases to provide their services,
must not prevent an allegation being followed up in accordance with these procedures. It is
important that every effort is made to reach a conclusion in all cases of allegations bearing on
the safety or welfare of children, including any in which the person concerned refuses to
cooperate with the process.
11.2 Wherever possible the person should be given a full opportunity to answer the allegation and
make representations about it, but the process of recording the allegation and any supporting
evidence, and reaching a judgement about whether it can be regarded as substantiated on the
basis of all the information available should continue, even if that cannot be done or the
person does not cooperate.
11.3 “Compromise agreements” by which a person agrees to resign, the College agrees not to
pursue disciplinary action, and both parties agree a form of words to be used in any future
reference, must not be used in these cases. In any event, such an agreement will not prevent
a thorough police investigation where that is appropriate. Nor can it override the statutory duty
to make a referral to List 99 where circumstances require that.
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12 Record keeping
12.1 It is important that a clear and comprehensive summary of any allegations made, details of
how the allegation was followed up and resolved, and a note of any action taken and decisions
reached, is kept on the staff member’s confidential personnel file, and a copy provided to the
person concerned.
12.2 The purpose of the record is to enable accurate information to be given in response to any
future request for a reference if the person has moved on. It will provide clarification in cases
where a future CRB Disclosure reveals information from the police about an allegation that did
not result in a criminal conviction.
12.3 The record should be retained at least until the person has reached normal retirement age or
for a period of 10 years from the date of the allegation if that is longer
13 Action in respect of unfounded Allegations
13.1 If an allegation is determined to be unfounded, the LADO should refer the matter to children’s
social care to consider whether the child concerned is in need of services, or may have been
abused by someone else.
13.2 In the rare event that an allegation is shown to have been deliberately invented or malicious,
the Principal should consider whether any disciplinary action is appropriate against the student
who made it, or the police should be asked to consider whether any action might be
appropriate against the person responsible if s/he was not a pupil.
14 Learning lessons
14.1 At the conclusion of a case in which an allegation is substantiated, the LADO should review
the circumstances of the case with the Principal to determine whether there are any
improvements to be made to the College’s practice to help prevent similar events in the future.

Date

Author

July 19

Sarah-Louise Neesam

Impact
Ass.

Issue

Review
Date

10

July 20

Quality App

Section

Page

4

8 of 8

