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Important contacts 

 

ROLE NAME CONTACT DETAILS 

Designated Safeguarding Lead 
(DSL) 

Mrs F Bates f.bates.etp@osborne.coop 

Deputy DSL Mrs C Dawson c.dawson.etp@osborne.coop 

Other contactable DSL(s) and/or 
deputy DSL(s): 
DSL at East Tilbury Primary 
School 

A Bennett  
J Caton 
R Mylam 
 

Please contact via the above 
emails and they will be 
forwarded appropriately 

Head of School Mrs F Bates f.bates.etp@osborne.coop 

Local authority designated 
officer (LADO) 

Ruth Maddocks/Sharon Owen 
 
Duty Local Authority Designated 
Officer (LADO) 

LADO@thurrock.gcsx.gov.uk 
 
03330 139 797 

Chair of governors Mrs S Allen-Clarke admin.etp@osborne.coop 

 
 
 
 
  

mailto:LADO@thurrock.gcsx.gov.uk
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1. Scope and definitions 
 
This addendum applies during the period of school closure due to COVID-19, and reflects updated advice 
from our 3 local safeguarding partners [LCSB, Police, Health] and local authority (LA) Thurrock.  
 
It sets out changes to our normal child protection policy in light of the Department for Education’s guidance 
Coronavirus: safeguarding in schools, colleges and other providers, and should be read in conjunction with 
that policy. 
 
Unless covered here, our normal Child Protection Policy continues to apply. 
The Department for Education’s (DfE’s) definition of ‘vulnerable children’ includes those who: 

 have a social worker, including children: 

 have a child protection plan 

 have been assessed as being in need 

 are looked after by the local authority 
 have an education, health and care (EHC) plan 
 

2. Core safeguarding principles  
 
We will still have regard to the statutory safeguarding guidance, Keeping Children Safe in Education.  
 
Although we are operating in a different way to normal, we are still following these important safeguarding 
principles: 

 The best interests of children must come first 
 If anyone has a safeguarding concern about any child, they should continue to act on it immediately 
 A designated safeguarding lead (DSL) or deputy should be available at all times (see section 4 for details 
of our arrangements) 
 It is essential that unsuitable people do not enter the school workforce or gain access to children 
 Children should continue to be protected when they are online 

 
3. Reporting concerns 
All staff and volunteers must continue to act on any concerns they have about a child immediately. It is still 
vitally important to do this. 
 
As a reminder, all staff should continue to work with and support children’s social workers, where they have 
one, to help protect vulnerable children. 
 
4. DSL (and Deputy) arrangements 
We aim to have a trained DSL or deputy DSL on site whenever possible. Details of important contacts are 
listed in the ‘Important contacts’ section at the start of this addendum. 
 
If our DSL (or deputy) cannot be in school, they can be contacted by the school office on 01375 846181.  
If our DSL (or deputy) is unavailable, the Executive Headteacher can be contacted by the school office on 
01375 846181. 
 
We will keep all school staff and volunteers informed by email as to who will be the DSL (or deputy) on any 
given day, and how to contact them. 
 
We will ensure that DSLs (and deputies), wherever their location, know who the most vulnerable children in 
our school are. 

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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On occasions where there is no DSL or deputy on site, a senior leader will take responsibility for co-
ordinating safeguarding. This will be one of the above-named DSL’s. They can be contacted at: 
admin.etp@osborne.coop 
 
The senior leader will be responsible for liaising with the off-site DSL (or deputy) to make sure they (the 
senior leader) can: 

 Identify the most vulnerable children in school 
 Update and manage access to child protection files, where necessary 
 Liaise with children’s social workers where they need access to children in need and/or to carry out 
statutory assessments 
 Liaise with the Virtual school for Children Looked after 
 

5. Working with other agencies 
 
We will continue to work with children’s social care, and with virtual school heads for looked-after and 
previously looked-after children. 
 
We will continue to update this addendum where necessary, to reflect any updated guidance from: 

 Our 3 local safeguarding partners 
 The local authority about children with education, health and care (EHC) plans, the local authority 
designated officer and children’s social care, reporting mechanisms, referral thresholds and children in 
need 

 
The following guidance is currently in place: 
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-and-
young-people/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people 
 
6. Monitoring attendance 
As most children will not be attending school during this period of school closure, we will not be completing 
our usual attendance registers or following our usual procedures to follow up on non-attendance. 
 
The exception to this is where any child we expect to attend school during the closure, does not attend, or 
stops attending. In these cases, we will: 

 Follow up on their absence with their Parents/Carers or carers, by telephone call, email or where 
needed, a home visit by the Trust EWO 
 Notify their social worker, where they have one 

 
We are using the Department for Education’s daily online attendance form to keep an accurate record of 
who is attending school. 
 
We will make arrangements with Parents/Carers to make sure we have up-to-date emergency contact 
details, and additional contact details where possible. All pupils and staff attending will be recorded and 
shared with the local Authority by the school office manager. 
 
7. Peer-on-peer abuse 
 
We will continue to follow the principles set out in part 5 of Keeping Children Safe in Education when 
managing reports and supporting victims of peer-on-peer abuse. 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people/coronavirus-covid-19-guidance-on-vulnerable-children-and-young-people
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Staff should continue to act on any concerns they have immediately. 
 
 
8. Concerns about a staff member or volunteer 
 
We will continue to follow the principles set out in part 4 of Keeping Children Safe in Education.  
 
Staff should continue to act on any concerns they have immediately. 
 
We will continue to refer adults who have harmed or pose a risk of harm to a child or vulnerable adult to the 
Disclosure and Barring Service (DBS). 
 
We will continue to refer potential cases of teacher misconduct to the Teaching Regulation Agency. We will 
do this using the email address Misconduct.Teacher@education.gov.uk for the duration of the COVID-19 
period, in line with government guidance. 
 
9. Support for children who are not ‘vulnerable’, but where we have concerns 
 
We have the option to offer places in school to children who do not meet the Department for Education’s 
definition of ‘vulnerable’, but about whom we have safeguarding concerns. We will work with 
Parents/Carers to do this. These children may have previously been supported by a social worker, or there 
have been recent concerns that are being monitored. Children potentially suffering from Domestic Violence, 
Neglect, Abuse, Child Criminal Exploitation or Child Sexual Exploitation will be elevated to the daily contact 
list to ensure that a referral can be made as soon as a concern is raised.  

 
If these children are not attending school, a contact plan will be put in place, as explained in section 10.1 
below. 
 
10. Safeguarding for children not attending school 
10.1 Contact plans 
We have contact plans for children with a social worker and children for whom we have safeguarding 
concerns, for circumstances where: 
 

 They will not be attending school (for example where the school, parent/carer and social worker, if 
relevant, have decided together that this would not be in the child’s best interests), or 
 They would usually attend but are required to self-isolate 

 
These plans set out: 

 how often the school will make contact 
 which staff member(s) will make contact 
 how they will make contact 
 

We have agreed these plans with children’s social care where relevant, and will review them weekly. 
If we cannot make contact with home, we will contact children’s social care or the police. 
 
10.2 Safeguarding all children 
Staff and volunteers are aware that this difficult time could potentially put all children at greater risk. 

mailto:Misconduct.Teacher@education.gov.uk
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Staff and volunteers will continue to be alert to any signs of abuse, or effects on pupils’ mental health that 
are also safeguarding concerns, and act on concerns immediately. In particular, children are likely to be 
spending more time online (see section 11 below). 
 
11. Online safety 
11.1 In school 
We will continue to have appropriate filtering and monitoring systems in place in school. 
 
If IT staff are unavailable, our contingency plan is to contact them remotely or contact the IT team from our 
Multi Academy Trust. 
 
11.2 Outside school 
Where staff are interacting with children online, they will continue to follow our existing staff behaviour 
policy/code of conduct/IT acceptable use policy. All policies are available for staff to access via the Every tile 
accessible through RM Unify or by searching the internet for Every. Education. 
 
Staff will continue to be alert to signs that a child may be at risk of harm online, and act on any concerns 
immediately, following our reporting procedures as set out in section 3 of this addendum. 
 
We will make sure children know how to report any concerns they have back to our school, and signpost 
them to other sources of support too. 
 
11.3 Working with Parents and Carers 
We will make sure that Parents and Carers: 

 Are aware of the potential risks to children online and the importance of staying safe online 
 Know what our school is asking children to do online, including what sites they will be using and who 
they will be interacting with from our school 
 Are aware that they should only use reputable online companies or tutors if they wish to supplement 
the remote teaching and resources our school provides 
 Know where else they can go for support to keep their children safe online through the school’s 
website and School-to-Parent text service. 

 
12. Mental health 
Where possible, we will continue to offer our current support for pupil mental health for all pupils. Please 
see school website. We will also signpost all pupils, Parents/Carers and staff to other resources to support 
good mental health at this time. 
 
When setting expectations for pupils learning remotely and not attending school, teachers will bear in mind 
the potential impact of the current situation on both children’s and adults’ mental health. 
 
13. Staff recruitment, training and induction 
13.1 Recruiting new staff and volunteers 
 
We continue to recognise the importance of robust safer recruitment procedures, so that adults and 
volunteers who work in our school are safe to work with children.  
 
We will continue to follow our safer recruitment procedures, and part 3 of Keeping Children Safe in 
Education. 
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In urgent cases, when validating proof of identity documents to apply for a DBS check, we will initially accept 
verification of scanned documents via online video link, rather than being in physical possession of the 
original documents. This approach is in line with revised guidance from the DBS. 
 
New staff must still present the original documents when they first attend work at our school. 
 
We will continue to do our usual checks on new volunteers, and complete risk assessments to decide 
whether volunteers who aren’t in regulated activity should have an enhanced DBS check, in accordance with 
paragraphs 167-172 of Keeping Children Safe in Education. 
 
13.2 Staff ‘on loan’ from other schools 
We will assess the risks of staff ‘on loan’ working in our school, and seek assurance from the ‘loaning’ school 
that staff have had the appropriate checks. Risk Assessments will be completed by the office manager 
 
We will also use the DBS Update Service, where these staff have signed up to it, to check for any new 
information. 
 
13.3 Safeguarding induction and training 
We will make sure staff and volunteers are aware of changes to our procedures and local arrangements. 
New staff and volunteers will continue to receive: 

 A safeguarding induction 
 A copy of our children protection policy (and this addendum) 
 Keeping Children Safe in Education part 1 

 
We will decide on a case-by-case basis what level of safeguarding induction staff ‘on loan’ need. In most 
cases, this will be: 

 A copy of our child protection policy and this addendum 
 Confirmation of local processes 
 Confirmation of DSL arrangements 

 
13.4 Keeping records of who is on site 
We will keep a record of which staff and volunteers are on site each day, and that appropriate checks have 
been carried out for them. 
 
We will continue to keep our single central record up to date. 
We will use the single central record to log: 

 Everyone working or volunteering in our school each day, including staff ‘on loan’ 
 Details of any risk assessments carried out on staff and volunteers on loan from elsewhere 
 

14. Children attending other settings 
Where children are temporarily required to attend another setting, we will make sure the receiving school is 
provided with any relevant welfare and child protection information. 
 
Wherever possible, our DSL (or deputy) and/or special educational needs co-ordinator (SENCO) will share, as 
applicable: 

 The reason(s) why the child is considered vulnerable and any arrangements in place to support them 
 The child’s EHC plan, child in need plan, child protection plan or personal education plan 
 Details of the child’s social worker 
 Details of the virtual school head 
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Where the DSL, deputy or SENCO cannot share this information, the senior leader(s) identified in section 4 
will do this. 
 
We will share this information before the child arrives as far as is possible, and otherwise as soon as possible 
afterwards. 
 
15. Monitoring arrangements 
This policy will be reviewed as guidance from the 3 local safeguarding partners, the LA or DfE is updated, 
[and as a minimum every 3-4 weeks] bythe DSL. At every review, it will be approved by the full governing 
board. 
 
16. Links with other policies 
This policy links to the following policies and procedures: 

 Child protection policy 
 Staff code of conduct 
 IT acceptable use policy 
 Health and safety policy 
 Online safety policy 
 Whistleblowing policy 
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RISK ASSESSMENT FORM 
 

Assessors name:  F Bates Date of Assessment:  9 April 2020 
 

Activity/Task:  Access and working from Trust sites 
during COVID-19 

Head of School: F Bates 
 

 

Hazards 
Who may be 

harmed & how 
Existing Controls Risk Rating Further Controls Residual Risk 

Actions by 
whom & 

when 

Implement
ed 

Y/N 

National 
guidelines are 
updated but 
school lapses in 
following advice 
 
 
 
 

Pupils, Staff, 
Visitors 

 Head of School to ensure 
regular checks are made with 
Government updates  

 Pupils updated by teaching 
staff if relevant 

 Any change in information to 
be shared with Chair of 
Governors and passed on to 
Parents/Carers and staff by 
email  

Likelihood: 1 
 
Consequence:
3 
 
Risk Level: 3 
 

 Ensure that the Deputy 
Head is up to date on 
Government updates in 
the absence of the Head 
of school. 

 Head of 
School 

Y 

Guidelines in 
place but are 
not being 
followed in 
school 
 
 
 
 

Pupils, Staff, 
Visitors 

 Posters around school including 
main reception, dining hall, in 
classrooms and in corridors.  
These must be updated as and 
when government advice 
changes. 

 Hand sanitisers are installed in 
key locations to ensure ease of 
access for staff and pupils  

Likelihood: 2 
 
Consequence:4 
 
Risk Level: 8 

 

 Ensure that all staff are 
reminded of the 
guidelines at the 
beginning of the week 
and updated on a daily 
basis before the children 
start the day. 

Likelihood: 1 
 
Consequence: 4 
 
Risk Level: 4 

 

Head of 
School 

Y 
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 Teaching staff to reiterate 
message to pupils - covering 
your cough or sneeze with a 
tissue, throwing the tissue in a 
bin, avoid touching your eyes, 
nose and mouth with unwashed 
hands. ** If a member of staff 
believes that a pupil is unwell 
and should not be in school, the 
school procedure should be 
followed and the pupil sent 
home. 

 Regular handwashing 

 Coronavirus information is on 
the school website - Website 
documents in place and updated 
accordingly  

 Site Manager to check latest 
advice on the cleaning products 
that should be used in school to 
ensure that these meet required 
standards  

 Cleaning staff are to ensure that 
all toilet facilities are well 
stocked, ensure that cleaners’ 
resources are adequate and are 
effective against Coronavirus.  
Door handles, doors and toilets 
are cleaned frequently during 
the day and paper hand towels 
are regularly re-filled if 
applicable.  
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Poor 
Communication 

Pupils, Staff, 
Visitors 

 All staff/pupils aware of current 
actions and requirements and 
reminded frequently using 
school communication systems 

 Head of School to share this risk 
assessment with all staff 

Likelihood: 1 
 
Consequence:3 
 
Risk Level: 3 

 

  Head of 
School 

Y 

School remaining 
open during 
temporary 
closure 

Pupils, Staff, 
Visitors 

 Adequate staffing is in place 
each day to maintain appropriate 
ratio 

 Designated parts of school will 
be used and close off unused 
areas to reduce amount of 
cleaning needed.  Access to 
other areas is restricted and staff 
adhere to restrictions. 

 Where Parents/Carers are 
collecting school meals a 2 metre 
marking using tape, chalk or 
cones is in place 

 Hand sanitiser is available for 
Parents/Carers to use as they 
pick up the meal 

 Where pupils are queuing for 
school meals a 2 metre marking 
system is used 

 There is a designated room 
where sick pupils can be kept 
until Parents/Carers come to 
collect them.  The room is well 
ventilated and a specific 
washroom will be allocated for 
use of sick pupils only. 

Likelihood: 2 
 
Consequence:3 
 
Risk Level: 6 

 

 Adequate 2-metre markings 
are visible on the playground 
waiting area 

 Hand sanitiser to be available 
at FSM collection point 

 

Likelihood: 1 
 
Consequence:3 
 
Risk Level: 3 

 

Head of 
School 

Y 
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 Parents/Carers and staff 
emergency contact details are up 
to date 

 Group activities, including sports 
and playground games that 
require close physical contact 
are avoided. 

 Staff and pupils maintain a 2 
metre distance at all times in 
classrooms 

 Staff maintain a 2 metre social 
distance in offices and rest areas. 

Vulnerable pupils 
attending from 
other settings 

Pupils  Head of School/Deputy 
Headteacher to liaise with senior 
lead from pupil’s school to 
obtain background information.  
If necessary, contact to be made 
with social care to gain further 
information.  Regular 
communication should be held 
with base school and social care 
to ensure safety of pupil. 

 Head of School to ensure any 
information received is shared 
with staff and that a system is 
introduced for sharing this 
information securely to allow for 
changes to staff. 

Likelihood: 1 
 
Consequence:3 
 
Risk Level: 3 

 

    

Pupil or adult 
shows symptoms 
whilst at School 

Pupils, Staff, 
Visitors 

 All staff understand the 
symptoms of COVID-19 and 
follow School agreed process 

 Staff report to Head of School  

Likelihood: 3 
 
Consequence:
4 
 

 All staff to be advised of 

any updated procedures 

from DfE/PHE/WHO/Trust 

Likelihood: 1 
 
Consequence:
4 
 

Head of 
School 

Y 
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 Admin team to notify Parents/ 
Carers for collection of pupils. 

 Pupil moved to identified clean 
and ventilated room until 
collected and 2 metre distance 
maintained from all other staff 
and pupils  

 Advise cleaning contractor/ 
school cleaning staff to arrange 
for deep clean of safety rooms at 
agreed time  

 All waste that has been in 
contact with the individual 
including tissues should be put in 
a plastic bag and tied, then 
placed in another plastic bag and 
tied. The bag should be marked 
and stored in a safe place for 72 
hours. 

 The school has an up-to-date 
First Aid Policy in place which 
outlines the management of 
medical emergencies – medical 
emergencies are managed in line 
with this policy and fully trained 
staff are on site. 

Risk Level: 12 
 

Risk Level: 4 
 

Staff are not 
displaying 
symptoms but 
have virus  
 
 

Pupils, Staff, 
Visitors 

 National Guidelines: People who 
feel unwell should stay at home 
and should not attend work or 
any education or Childcare 
setting.  

 

Likelihood: 3 
 
Consequence:4 
 
Risk Level: 12 

 

 All staff to be advised of 

any updated procedures 

from DfE/PHE/WHO/Trust 

 

Likelihood: 1 
 
Consequence: 4 
 
Risk Level: 4 

 

Head of 
School 

Y 
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Staff do not 
report sickness  
 
 
Staff are unwell 
but attend 
school  
 
 
 
 
 
Staff absence 
Increases due to 
virus 
 
 
Catering staff 
absent – lunch 
no longer 
available 

 Remind staff of the sickness 
policy during any lock down 
period or staff self-isolation  

 

 Staff to inform Head of School 
immediately of contact with 
anyone who has symptoms of 
virus or self-isolating or positive 
diagnoses and follow medical 
advice  

 

 The school staffing rota will be 
reviewed to ensure adequate 
cover and staff may be used 
from another Trust school 

 

 Head of School will review this in 
the event of changing guidelines 
from DfE.   

 The Lead Cook will ensure 
precautions are in place for all 
staff on site  
• Washing hands  
• Use of sanitiser  
• Wearing gloves and hair nets 
   and uniform 

 Thorough cleaning of kitchen at 
the end of every service ensuring 
the kitchen space and washroom 
for staff are being cleaned as 
appropriate. 
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 Lead Cook to Inform Head of 
School of any staff off sick with 
associated symptoms.   

 If no kitchen staff available 
kitchen to close and emergency 
sandwiches bought from local 
supermarkets on day 1. 
• Parents/Carers informed that 
pupils will need packed lunches 
from day 2.  
• Externally sourced lunch 
(sandwiches) provided for pupils 
entitled to FSM  

Cleaning staff 
absent – 
cleaning no 
longer available 

Pupils, Staff, 
Visitors 

Contact external contractor/other 
Trust schools for additional support. 
 
 

Likelihood: 3 
 
Consequence:4 
 
Risk Level: 12 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

Site 
Manager 

 

Pupils are not 
displaying 
symptoms but 
have virus/Pupils 
do not report 
sickness/Pupils 
are unwell but 
attend school  

Pupils/Staff All staff follow procedures regarding 
reporting and supporting a pupil 
who is unwell and displaying 
symptoms 

Likelihood: 3 
 
Consequence: 4 
 
Risk Level: 12 

 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

 

All Staff  

Siblings at 
another school 
report unwell 
and family 
confused as to 
appropriate 
action 

Pupils/Parents/ 
Carers 

 The school has the most recent 
information from the 
government, and this is 
distributed throughout the 
school community 

 obtain updated advice from 
Public Health England and DfE 
Coronavirus hotline 

Likelihood: 2 
 
Consequence:4 
 
Risk Level: 8 

 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

 

Head of 
School 
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 to inform family immediately  

 communicate with families and 
reiterate the message of gaining 
advice from NHS 111  

Vulnerable 
pupils & adults 
in the School 
are exposed to 
illness 

Pupils/Staff  School communicates 
appropriately with their 
most vulnerable pupils. 

 Health care plans are 
updated and instruction 

from GPs followed 

 Pastoral Team identify the 
most vulnerable pupils and 
staff from current medical 
information 

Likelihood: 2 
 
Consequence:4 
 
Risk Level: 8 

 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

 

Pastoral/Of
fice/IT Staff 

 

Vulnerable 
pupils & adults 
in the School 
community at 
risk of food 
shortages or 
feel unsafe 

Pupils/School 
Community 

 School staff to support  the FSM 
strategy to ensure provision for 
vulnerable pupils  

 School staff to prepare food 
packages for vulnerable families 
wearing appropriate PPE 

Likelihood: 1 
 
Consequence: 4 
 
Risk Level: 4 

 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

 

All school 
staff 

 

Vacant premises Physical School 
Building 

 The usual procedures for school 
closure are in place i.e external 
company or site manager on call. 

 Alarm is fully functioning 

 External signage is visible to show 
that the school is closed and that 
access is restricted. 

 Valuable school property and 
equipment is identified and 
reasonable measures are in place 
to ensure security. 

Likelihood: 2 
 
Consequence:3 
 
Risk Level: 6 

 

 Likelihood:  
 
Consequence: 
 
Risk Level:  

 

Site 
Manager/ 
Head of 
School 
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 The site manager ensures the 
school premises are safe to 
return to before school activity 
resumes. 

 Any hazards are reported to the 
Head of School as soon as 
possible and issues are resolved 
prior to staff and pupils returning 
to school. 

 The Head of School ensures the 
school reopens only when it is 
safe and advisable to do so, in 
line with local and national 
advice. 

Review date:  30.4.2020                                                                                             Date communicated to staff:  9.4.2020 
 
 

Is a safe system of work required                      Yes / No 

If a new activity/equipment/any changes have been identified then Risk Assessment must be reviewed otherwise it should be reviewed annually.     

 

Risk Matrix  
 
The matrix below is designed to help you in identifying a risk level for a given task or activity. Using your experience, the available evidence and existing precautions/ 
control measures in place you will have already determined the consequence of harm, and the likelihood of the harm being realised.  The level of risk for the respective 
task or activity can now be determined using the following matrix. 
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