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Guidance on Dealing with Allegations Against, and Concerns about 
Staff 

 
These guidance notes have been taken from Hampshire County Council’s Education Personal 

Service. (http://www.hants.gov.uk/education/eps/child-protection/guidance/index.html) 

 

Introduction 
 

Allegations of child abuse and child protection issues against staff are amongst the most 
difficult and potentially complex employee relations issues that Headteachers and Governors 

will ever have to deal with. The procedures are different from those of other types of 
misconduct allegations and Headteachers are likely to need guidance and support from a 

range of sources in order to respond correctly to minimise the further risk to those 
concerned.  

It is essential that any allegation of abuse made against a teacher or other member of staff 

or volunteer in an education setting is dealt with fairly, quickly and consistently, in a way that 
provides effective protection for the child and at the same time supports the person who is 

the subject of the allegation. 

These procedures are designed to ensure that Headteachers and all staff in schools are 
constantly aware of activities of staff or volunteers, contractors etc. that might indicate 

inappropriate behaviour towards children and how combinations and patterns of behaviour 
might constitute or be suggestive of potential grooming or other behaviour characteristic of 

child abusers.  

This guidance should be used in respect of all cases in which it is alleged that a teacher or a 
member of staff in a school (or a volunteer, contractor or hirer of school premises) has: 

 Behaved in a way that has, or may have,  harmed a child  

 Possibly committed a criminal offence against or related to a child, or  

 Behaved towards a child or children in a way that indicates he/she may be unsuitable 

to work with children  

Key Players 

Strategic Services Manager (Safeguarding) 

- has overall responsibility for oversight of the procedures for dealing with allegations and 
concerns of child abuse and related issues in schools and within the Childrens’ Services 
Department, for resolving any inter-agency issues, and for liaison with the Hampshire Local 

Safeguarding Children Board (LSCB). 

Allegations Officer 

- is the designated LA officer and is the first point of contact for schools in relations to all 
child protection allegations against or concerns about staff in schools. He/she will be involved 

in the management and oversight of individual cases, and will provide advice and guidance to 

schools, in liaison with key experts in Education Welfare and Education Personnel, the Police 
and Social Care. He/she will monitor the progress of cases to ensure that they are dealt with 

as quickly as possible, consistent with a thorough and fair process. This responsibility is 
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focused on one person but the role is spread across a number of key experts in the Education 

Welfare Service.    

Headteacher  

- is responsible for maintaining awareness of all staff in the school of issues of child 
protection and ensuring that policies and best practice are in place so that any allegation or 

concern about a member of staff, volunteer, etc. is properly recorded and addressed, in 
conjunction with the Allegations Officer.  

Chair of Governors  

- is responsible through the governing body for ensuring that school policies are in place to 
protect children within the school. He/she is also responsible for being the first point of 
contact and fulfilling the role of the Headteacher in these guidelines where allegations or 

concerns of a child protection nature are raised about the Headteacher. 

Child Protection Liaison Officer (CPLO) / Designated Safeguarding Lead (DSL) 

- is the senior designated person within the school for dealing with child protection standards 
and maintaining staff awareness of child protection issues in the school. The CPLO / DSL 

must be a senior person within the school, and may be the Headteacher. This role is also 

known in DCSF documentation as the Senior Designated Person (SDP)  The Headteacher, 
Dave Collins is the named DSL. 

Education Personnel Services (EPS) 

- advise schools, in conjunction with the Allegations Officer, on internal disciplinary aspects of 
child protection issues, including suspension, internal investigations and formal disciplinary 
processes. 

Social Care  

- are part of the Children’s Services’ Department and have responsibility, on behalf of the 
Local Authority, to ensure that children are protected from significant harm. They are a key 
party to all strategy discussions on child protection cases and work with schools and the 

Police in responding to concerns and allegations against staff. Social Care’s main role in these 

situations is to focus on the safety and welfare of the child. 

Police  

- have a duty and responsibility to investigate all criminal offences and have a range of 
powers of arrest, search, seizure, entry to premises and other emergency powers to enable 

them to perform their duty.  When allegations of criminal offences are made against persons 
working with children, Police Officers from the Child Abuse Investigation Unit will work jointly 

with the Allegations Officer, Headteacher, and Social Care to investigate any criminal 
offences.  Police will gather evidence by various means including interviewing victims, 

witnesses and suspects.  At the conclusion of the investigation the evidence will be submitted 

to the Crown Prosecution Service to independently consider if any person should be charged. 
 Wherever possible Police will share with the school, for disciplinary purposes, any 

information gathered during the criminal investigation. 

Responding 

Responding to an Allegation against or Concern about a member of staff or a 

volunteer (including contractors and hirers) 

There may be up to three strands to the process of considering an allegation against or 
concerns about a member of staff or a volunteer.  

 A police investigation of a possible criminal offence  

 Enquiries and assessment by Social Care about whether a child is in need of 

protection/support.  

 Consideration by the school of internal action (including disciplinary action) against 

the employee  
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General Rules: 

All schools must have procedures for dealing with allegations or concerns, and 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.   

Schools’ procedure should make it clear that if a member of staff or volunteer is alleged to be 

involved or suspected to be involved in abuse or inappropriate behaviour the matter must be 
referred immediately to the Headteacher rather than the school’s Child Protection Liaison 

Officer (CPLO).  Where the Headteacher is not the CPLO, the Headteacher may want to seek 

advice from the CPLO.  In the absence of the Headteacher, reports should be made to the 
Deputy Head.  They should also include contact details for the designated Local Authority 

(LA) officer(s) responsible for providing advice and monitoring cases relating to schools. 
(These can be found on the HCC EPS Website) 

In the case of a supply teacher, the same processes will be followed except that the 

process must be conducted in conjunction with the supply agency or employer of the supply 
teacher, and the defined internal disciplinary processes for supply teachers will apply.  

The role of Headteacher in this guidance is the responsibility of the Chair of 

Governors where the alleged actions or concerns are about a Headteacher (see 
Appendix), and a senior manager in the school where the alleged abuser is not a 

school-based employee. 

NB Child protection procedures will have priority over other procedures.  Where the matter is 
clearly an allegation of child abuse, it rests with Social Care and Police to determine the way 

forward.  Even in the case of a serious allegation, where it is predicted that suspension will 
be necessary pending the outcome of a Police investigation, the Police may wish to make the 

first approach to the staff member. 

Procedures 

Allegations   

Procedure to follow on receiving an Allegation 

If you receive or are aware of an allegation that a member of staff or volunteer has taken 

any action or actions that might be interpreted as child abuse or neglect, or is alleged to have 
had a sexual relationship with a pupil, the Headteacher must: 

Step 1   Make an immediate and accurate record of the details initially provided including 

dates, times, location(s), incident(s) and people allegedly involved, including a record of who 
said what to whom.  

Step 2   Ensure that the person who spoke to the child or the originator of the concern has 

fully recorded the details provided. The child should NOT be asked to write a statement. 

Step 3   Ascertain any relevant background information about the child’s circumstances, any 
known concerns about the member of staff/volunteer, whether that person was or could have 

been at that place at that time etc. 

NB. This stage is not an investigation of the allegation, but a brief double-check of the known 
circumstances of the case. Becoming over-involved at this stage can adversely affect a 

child protection investigation.  Investigations of child protection issues are the 
responsibility of the specialised Social Care and Police teams. They are NOT the responsibility 

of Headteachers, although Heads will, of course, be included closely in that process. 

These basic initial enquiries must not cause a delay in referring the matter on as set out 
below. 

At this preliminary stage, DO NOT: 
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 Interview the children  

 Inform or interview the member of staff  

 Contact the parents or carers (see Step 5 below)  

 

Step 4   Contact the Allegations Officer, on the same day even where the allegations appear 
to be less serious.  If the Allegations Officer is unavailable, EWS has a rota of managers to 

provide a response. The Allegations Officer will enlist the support and advice of Education 
Personnel Services (EPS) and other relevant parties including Social Care and Police as 

appropriate. 

NB   Do not contact the parents or carers immediately. Parents/carers should be told as soon 
as possible but take urgent advice from the Allegations Officer to ensure that nothing is done 

that could be in conflict with a potential child protection investigation.  In cases where a child 

has been injured at school and requires medical treatment, the parents/carers must be 
notified immediately. 

Step 5   In liaison with the Allegations Officer, determine whether the allegation: 

 Is to be dealt with as a child protection investigation (this may be determined 

after the Allegations Officer has consulted with Social Care).  Subsequent action will 
be progressed by the Allegations Officer who will liaise with Social Care and/or the 

police and arrange a strategy meeting or discussion. Where a referral to Social Care 

is agreed, the interagency referral form must be completed by the Headteacher and 
forwarded to Social Care, with a copy for the Allegations Officer. 

 
Subsequent action and risk management will be discussed at a strategy 

discussion/meeting, in collaboration with Social Care and/or the Police.  A review 
meeting will also be arranged at the initial strategy meeting.  The Headteacher, 

Allegations Officer and a representative from EPS will be expected to attend the 

strategy meeting along with lead officers from Social Care and the Police.  Details will 
be confirmed in writing to Social Care by the Allegations Officer within 48 hours.   

 
In case of any delay in convening a strategy meeting or conducting an initial 

evaluation with the Police/Social Care, the Headteacher must ensure, in liaison with 

the Allegations Officer, that a risk assessment is carried out and a risk strategy 
agreed where necessary. 

 
Where a strategy meeting is not appropriate because the threshold of 

“significant harm” is not reached, but a police investigation might be needed, the 
Police will be involved to determine how the allegation or concerns should be dealt 

with.  

 requires further investigation  

 should be dealt with as disciplinary investigation (if so, act in consultation with 

the Allegations Officer and EPS).  

 constitutes inappropriate conduct which does not yet necessitate further formal 

investigation, but yet warrants managerial action (if so, act in consultation with EPS)  

 is unfounded (if so, act in consultation with EPS and Social Care).  

NB:   There may be situations in which, where there is a Police investigation or criminal 

action pending, aspects of the case can still be taken forward under a disciplinary process in 
parallel with Police action.  In other cases such action may have to await the completion of 

Police investigations. 

Step 6   Report to OfSTED any allegation about a member of staff in a registered child 
care setting (eg playgroups, nurseries) which has been referred to Social Care and is dealt 

with as a Child Protection investigation.  OfSTED helpline: 0845 6014771.  

Concerns 
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Dealing with concerns rather than specific allegations 

The above process sets out the correct response to specific allegations against a member of 
staff or a volunteer. However, concerns may arise about an individual as a result of a 

combination of apparently minor incidents, or from patterns of behaviour that raise concerns 

that an individual may be involved in some abuse of children or may be grooming one or 
more children or young people towards some future act of abuse.  

Concern may arise anonymously or from observations by senior managers, reports from other 

staff, from parents or others outside of the school. All such concerns must be investigated 
and addressed in collaboration with advice from the Allegations Officer and EPS.  

In such situations, the Headteacher must:  

1. Carry out a preliminary investigation as in Steps 1-3 above  
2. Take advice as required from the Allegations Officer as in Step 4 above  
3. Address minor concerns with the individual and provide advice on future conduct to 

ensure there is no doubt about the expectations on the individual. The individual 

should also be notified that any further concerns will be taken very seriously and may 
result in a child protection referral or internal disciplinary action.  

4. Keep on-going records of any activities or conduct that create concern or suspicion of 
this type and the managerial action taken. The employee must be made aware of the 

existence of such records. These records need to be available should a subsequent 

referral to Social Care be made or where disciplinary action may be required at a 
later stage.  

The following are electronic links to appendices which can be found on the HCC EPS website 

at http://www.hants.gov.uk/education/eps/child-protection/guidance/appendices.html  

Appendix A: Identifying a child protection issue and recognising patterns of abuse  

Appendix B: Recording and sharing information 

Appendix C: Handling investigations 

Appendix D: Keeping parents, carers and children informed 

Appendix E: Dealing with unfounded or malicious allegations 

Appendix F: Further support / information 

Appendix G: Staffing elements to be included in school’s child protection policy 

Appendix H: Guidance on application of policy to users of school sites 

Appendix I: Guidance on supporting the member of staff or volunteer 

Appendix J: Guidelines for the avoidance of unnecessary contact and unfounded allegations 

Appendix K: Guidance for Chairs of Governors on dealing with child protection allegations 

against, or concerns about, Headteachers 

Review and Monitoring 
The policy will be monitored and evaluated by:  

·        Senior Management Team (SMT). 

·        Governors. 
  

The policy and/or procedures will, where necessary, be revised in light of these 
evaluations. 

  

This policy should be read in conjunction with all other school policies in particular the Child 
Protection Policy 

http://www.hants.gov.uk/education/eps/child-protection/guidance/appendices.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-a.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-b.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-c.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-d.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-e.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-f.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-g.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-h.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-i.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-j.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-k.html
http://www.hants.gov.uk/education/eps/child-protection/guidance/appendix-k.html
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The Governing Body believes that fairness and consistency of judgement is essential to the 
operation of the school. All members of the school have equality of opportunity to achieve 
their full potential and will not be discriminated against because of age, disability, gender, 

sexual orientation, nationality, race, or religion. The Governing Body believes that the school 
always has to be aware of the potential for unconscious discrimination, to avoid assumptions 
about individual members of the school based on stereotypes and to use the teaching and 
learning arrangements actively to encourage everyone to achieve their full potential. All our 

policies are consistent with our duty of care to protect our pupils and to provide a 
learning environment that is safe and healthy.  In all our dealings, we respect the strict code 

of confidentiality that underpins our school ethos. 
 

Policy date:   March  2016 

 
Review date:  March 2020 


