
 

 

 
 

Safeguarding at The Kingston Academy  
during the COVID-19 measures 

 
Annex to The Kingston Academy Safeguarding and Child Protection policy dated 2 October 2019 and 
to the first aid provisions in the Health and Safety Policy dated January 2020  
version 4.0  
 
Context  
The way schools and colleges are currently operating in response to coronavirus (COVID-19) is 
fundamentally different to business as usual. Most children are no longer in a school setting and staff 
numbers have been affected by the outbreak.  
Schools have been asked to provide care for children who are vulnerable and children whose parents 
are critical to the COVID-19 response and cannot be safely cared for at home. 

This annex to our Safeguarding and Child Protection policy sets out details of our safeguarding 
arrangements for: 

1. Version control and dissemination 
2. Safeguarding priority 
3. Current school position 
4. First Aid 
5. Remote teaching and live lessons 
6. Safeguarding partners’ advice 
7. Roles and responsibilities 
8. Vulnerable children 
9. Increased vulnerability or risk 
10. Attendance 
11. Reporting concerns about children and staff 
12. Safeguarding training and induction 
13. Safer recruitment/volunteers and movement of staff 
14. Peer on peer abuse 
15. Online safety 
16. New children at the school 
17. Supporting children not in school 
18. Mental Health 
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1. Version control and dissemination 

This is version 4.0 of this annex. It will be reviewed by our designated safeguarding lead (DSL) or a 
deputy DSL every two weeks as circumstances continue to evolve or following updated Department 
for Education advice or guidance. It is available on the school website here and is made available to 
staff by internal school email and in the Policy Folder in the Whole School Shared Drive.  
We will ensure that on any given day all staff and volunteers in attendance will be aware of who the 
DSL and deputy DSLs are and how staff and volunteers can speak to them. 

2. Safeguarding priority 
During these challenging times the safeguarding of all children at our school – whether they are 
currently at home or in attendance – continues to be our priority. The following fundamental 
safeguarding principles remain the same: 

● the best interests of children continue to come first; 

● if anyone in our school has a safeguarding concern, they will act immediately; 

● a designated safeguarding lead (DSL) or deputy DSL will always be available; 

● no unsuitable people will be allowed to gain access to children; 

● children should continue to be protected when they are online. 

 Details of how to report a safeguarding concern and information relating to key services, including 
where to get help around medical concerns, mental health worries, safeguarding information and 
organisations supporting victims of domestic abuse has been provided to families by email and is also 
sent out weekly as part of the TKA Times newsletter.  

As the school prepares for a wider opening to pupils in Year 10 from the week commencing 15th 
June, planning has been put in place which has  due regard to the safeguarding and health and safety 
of pupils and staff.  

We recognise that more face to face contact with pupils as they return to school could lead to an 
increase in reported safeguarding concerns; staff will follow the procedures outlined below in 
reporting these concerns to the safeguarding team.  

Given the reduced contact with pupils over this time and to ensure our records remain accurate, we 
have also asked all parents and carers to advise us of any changes regarding the welfare, health and 
wellbeing of their child that we should be aware of. 

3. Current school position 
The Kingston Academy is open during term time and during holiday periods to give provision to 
pupils whose parents are critical to the COVID-19 response and who cannot be safely cared for at 
home, as well as for vulnerable pupils and those with an Education and Health Care plan. In addition 
to this, where school attendance has been identified as beneficial for the pupil on a case by case 
basis (e.g. when considering their mental health needs or there are challenges for disadvantaged 
pupils working at home), pupils have been invited to attend.  
 
From the week commencing 15 June some face to face learning will be available for Year 10 pupils. 
The process of wider opening has been rigorously risk assessed and additional control measures have 
been put in place.  
 
There is a rota of core staff on site at all times when children are present, one of whom is a member 
of the school’s Leadership Team. 
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The Kingston Academy is acting as a cluster school for Tiffin School and The Tiffin Girls’ School. If 
pupils attend from one of our cluster schools, they will be accompanied by a member of staff from 
their school.  
 
Pupils and staff are allowed to access predefined areas of the school site; all other areas are off 
limits. Social distancing is maintained at all times and regular handwashing and santising is enforced.  
 
All staff and volunteers attending on site from outside our school will complete an induction to 
ensure they are aware of safeguarding risks and know how to act if they have concerns. 
 

4. First Aid 
During school hours, there will either be a qualified First Aider on site or on rare occasions where this 
is not the case there will be a duty off site qualified First Aider (either from The Kingston Academy or 
Fern Hill) will be contactable by  telephone. The Duty Off Site First Aider contact name and mobile 
telephone number will be included  on the weekly staffing rota. 
 
When there is not a qualified First Aider on site, the member of the Senior Leadership Team on site 
will take on the role of ‘Appointed Person’. They will take charge of the first aid arrangements, 
including liaising with the Off Site Duty First Aider and calling the emergency services if necessary.  
 
The Appointed Person will familiarise themselves with the location of first aid kits and also check 
whether any of the pupils on site are asthmatic or have allergies. The TKA Anaphylaxis and Asthma 
protocols can be found by staff  in the First Aid Shared Drive here.  
 

5. Remote Teaching and Live lessons 
Lessons are delivered to pupils using Google Classroom, which can only be accessed by staff and 

pupils using their TKA login credentials. This will typically take the form of resources such as 

slideshows, Google Forms and documents. Additionally, staff may choose to post a video to 

accompany their lesson, which would typically be a screencast of a presentation with their narration.  

Teachers who choose to post a live lesson will do this either as a live stream (which would not allow 

for pupil interaction) or as a Google Meet call, with the relevant links posted to the pupils’ respective 

Google Classrooms, so that only they may access the lesson.  

 

During live streams or lessons on Meet, staff would not be expected to engage their camera unless it 

was absolutely necessary to demonstrate a learning point (for example giving a demonstration in a 

practical subject).  

 

All live lessons on Meet are recorded; at the end of the lesson the recording is shared with the 

safeguarding team so that it may be stored centrally in a restricted folder, should there be a need for 

later review. Teachers may post the recording in their Google Classroom so that pupils who were not 

able to attend the lesson may view it for the period of one week, after which point it will be deleted 

by the teacher. It is not possible for pupils to download this video.  

 

Live lessons on Meet start with the Live Lessons Protocol, outlining expectations of pupils.  Pupils are 

made aware that the lesson is being recorded. If they do not wish to participate, they will be able to 

view the recording after the lesson, as mentioned above. Pupils' cameras must remain off at all times 

and they should not use the chat facility or microphone to ask or answer questions unless invited to 

do so by the teacher. Any concerns arising from inappropriate behaviour from a pupil will be 
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followed up through the pastoral team and any safeguarding concerns arising will be followed up 

using TKA’s safeguarding procedures.  

 

If it is necessary to conduct a 1:1 session online with a pupil (e.g. for mentoring purposes) this will be 

conducted in Google Meet, recorded and shared for safeguarding purposes in the same way as 

outlined above for live lessons; the parent/carer will be informed that this is taking place. Where 

possible and practical, two members of staff will be present. Any safeguarding issues which occur as 

a result of this contact will be referred using the school’s safeguarding procedures as outlined in this 

document. 

 
6. Safeguarding partners’ advice  

We continue to work closely with the Kingston and Richmond Safeguarding Children Partnership, and 
we will ensure this annex is consistent with their advice. This will include expectations for supporting 
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 current 
advice is below: 

● The SPA (Single Point of Access) to Children's Services in Richmond and Kingston remains the 
front door for services including the LADO (Local Authority Designated Officer) if there are 
allegations made against staff or volunteers.  

● Call 020 8547 5008 from 8am to 5.15pm, Monday to Thursday, and 8am to 5pm on Friday. 

● During out of hours, phone 020 8770 5000. 

● The KRSCP will not reduce its responsibilities during this time, and will continue to have 
strategic oversight and seek assurance that our multi-agency safeguarding system in Kingston 
and Richmond is operating effectively.  

● The partnership programme of work will continue, but with the main focus being on 
assurance of the effectiveness of core business. 

7. Roles and responsibilities 
The roles and responsibilities for safeguarding in our school remain in line with our Safeguarding and 
Child Protection Policy.  
 
Between the hours of 8am and 4pm (weekdays) the Designated Safeguarding Lead or one of the 
Deputy Designated Safeguarding Leads will either be present on site or available by telephone or 
video.  
 
When neither the Designated Safeguarding Lead or a Deputy is in school, an on-site member of the 
Senior Leadership Team who is trained in safeguarding to DSL level will: 

● take responsibility for coordinating safeguarding on site; and  
● be the first point of contact for all staff (including those off site) reporting concerns; and 
● liaise with the Designated Safeguarding Lead (or a Deputy) .  

 
All members of staff with a concern for a pupil’s welfare must immediately report it: 
Between the hours of 8am and 4pm weekdays: 

● if they are in school this should be face to face to the Designated Safeguarding Lead or a 
Deputy or in their absence to the on site member of the Senior Leadership Team; 

● if they are not in school, concerns must be reported via the safeguarding phone on 07519 
738760.  
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If for any reason staff are unable to report their concerns as above, they should not delay and must 
make direct contact with Children’s Services via the Single Point of Access as below. 
 
Outside the hours of 8am and 4pm weekdays  
Staff should report concerns directly to Children’s Services  via the Single Point of Access. The contact 
details for Kingston and Richmond are set out above at section 5 of this Annex. If the child lives in 
another borough, the contact details for other local authorities can be found at the front of our 
Safeguarding and Child Protection Policy.  
 
If at any time a member of staff believes a child is in immediate danger they should call 999.  
 
 
The Safeguarding Team at The Kingston Academy is comprised of:  
 

Designated Safeguarding Lead (DSL): Stuart Holmes .  
Deputy Designated Safeguarding Leads (DDSLs): Tom Brook  

Charlie Venter  
8. Vulnerable children 

Vulnerable children are encouraged to attend school and include those who have a social worker and 
those children and young people up to the age of 25 with education or health care (EHC) plans.  
 
Those who have a social worker include children who have a child protection plan and those who are 
looked after by the local authority. A child may also be deemed to be vulnerable if they have been 
assessed as being in need or otherwise meet the definition in section 17 of the Children Act 1989.  

There is an expectation that vulnerable children who have a social worker will attend school, so long 
as they do not have underlying health conditions that put them at risk. Where a parent does not 
want their child to attend school, and their child is considered vulnerable, we will discuss this with 
the social worker and explore the reasons for this directly with the parent.  

Children with an EHCP are expected and encouraged to attend school where it is appropriate for 
them to do so (this will be informed by a risk assessment to assess whether their needs can be met as 
safely or more safely met in the educational environment)  

We will encourage our vulnerable children and young people to attend a school, including remotely if 
needed. 

Senior leaders in our school, especially the DSL (and deputies) know who our most vulnerable 
children are, and they have the flexibility to offer a place to those on the edge of receiving children’s 
social care support.  

We will continue to work with children’s social workers and the local authority virtual school head 
(VSH) for looked-after and previously looked-after children.  

9. Increased vulnerability or risk 
Negative experiences and distressing life events, such as the current circumstances, can affect the 
mental health of pupils and their parents. Staff will be aware of this in setting expectations of pupils’ 
work where they are at home. Where we are providing for children of critical workers and vulnerable 
children on site, we will ensure appropriate support is in place for them.  
Our staff and volunteers will be aware of the mental health of children and their parents and carers 
and will contact the DSL or a deputy if they have any concerns. 
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10. Attendance  
Where a child is expected but does not arrive at school, we will follow our attendance procedure and 
attempt to contact the family. If contact cannot be made, the DSL or a deputy DSL will be informed.  
The DSL or a deputy will attempt to contact the parents through various methods, such as telephone, 
text message, or by contacting a relative in the first instance. If contact cannot be made or if the DSL 
or a deputy DSL deems it necessary, we will undertake a home visit or ask an appropriate agency to 
do so. A risk assessment will be carried out before any such visit is made to ensure staff and the 
family are not put at risk. 

Where a vulnerable child does not take up their place, we will notify their social worker. 

11. Reporting concerns about children or staff 
The importance of all staff and volunteers acting immediately on any safeguarding concerns remains. 
Staff and volunteers will continue to follow our Safeguarding and Child Protection procedures and 
advise the DSL of any concerns they have about any child, including those who are not attending 
school in line with the responsibilities and as set out at Section 6 above.  
The varied arrangements in place as a result of the COVID-19 measures do not reduce the risks that 
children may face from staff or volunteers. As such, it remains extremely important that any 
allegations of abuse made against staff or volunteers attending our school are dealt with thoroughly 
and efficiently and in accordance with Safeguarding and Child Protection policy. 

12. Staff training and induction 
Our DSL and Deputy DSLs received refresher training in February 2020. For the duration of the 
COVID-19 measures, our DSL and deputy DSLSs are unlikely to receive further refresher training. In 
line with government guidance, our trained DSLs and deputy DSLs will be classed as trained even if 
they cannot receive this training. During the COVID-19 measures, the DSL will remain up to date with 
new guidance and complete necessary training as relevant to safeguarding children and staff.  
 
All current school staff have received safeguarding training and have read Part One and Annex A of 
Keeping Children Safe in Education. When new staff are recruited or volunteers join us, they will 
receive a safeguarding induction in accordance with our Safeguarding and Child Protection Policy. 

If staff from another setting attend the school site then, in line with government guidance, we will 
not undertake any additional safeguarding checks if the setting providing those staff confirm that: 

● the individual has been subject to an enhanced DBS and children’s barred list check and, that in 
the opinion of that setting, nothing resulted from those checks that provided any cause for 
concern 

● there are no safeguarding investigations into the conduct of that individual  
● the individual remains suitable to work with children. 

13. Safer recruitment/volunteers and movement of staff  
It remains essential that people who are unsuitable are not allowed to enter the children’s workforce 
or gain access to children. When recruiting new staff, we will continue to follow our Safer 
Recruitment policy, subject to the following: 

● temporary changes made to the DBS standard and enhanced ID checking guidance: 

○ ID documents to be viewed over video link; 

○ scanned images to be used in advance of the DBS check being submitted; 

○ the applicant will be required to present the original versions of these documents 

when they first attend their employment or volunteering role (the change came into 

effect from 19 March 2020); and 
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● temporary changes to the Home Office guidance regarding face-to-face interviews when 

checking the right to work (as of 30 March 2020): 

○ checks can now be carried out over video calls; 

○ job applicants and existing workers can send scanned documents or a photo of 

documents for checks using email or a mobile app, rather than sending originals; 

○ the Employer Checking Service should be used if a prospective or existing employee 

cannot provide any of the accepted documents. 

For volunteers we will continue to follow the checking and risk assessment process set out in 
paragraphs 167 to 172 of Keeping Children Safe in Education 2019. Under no circumstances will a 
volunteer who has not been checked be left unsupervised or allowed to engage in regulated activity.  

It is essential from a safeguarding perspective that we are aware, on any given day, which 
staff/volunteers are on our school site and that the appropriate checks have been carried out on 
those individuals. We will continue to maintain our single central record (SCR) during these measures 
to ensure we have this awareness. 

14. Peer on peer abuse 
We recognise that children can abuse their peers and our staff are clear about the school’s policy and 
procedures regarding peer on peer abuse. All peer on peer abuse is unacceptable and will be taken 
seriously. We also recognise that abuse can still occur during a school closure or partial closure and 
between those children who do attend the school site during these measures.  
Our staff will remain vigilant to the signs of peer-on-peer abuse and will follow the process set out in 
our Safeguarding and Child Protection policy. 

15. Online safety 
It is likely that children will be using the internet and engaging with social media far more during this 
time.  Our staff are aware of the signs of cyberbullying and other online risks and our filtering and 
monitoring software remains in use during this time to safeguard and support children.  
Our staff will follow the process for online safety set out in our Safeguarding and Child Protection 
policy and Online Safety Policy. 

Staff who interact with children online will continue to look out for signs a child may be at risk. If a 
staff member is concerned about a child, that staff member will follow the approach set out in this 
annex and report that concern to the DSL or to a deputy DSL via the safeguarding mobile number 
07519 738760. 

16. New children at the school 
Children may join our school from other settings. When they do, they will be accompanied by a 
member of staff from their school. We will seek from those settings the relevant welfare and child 
protection information. This is relevant for all children that join us, but it will be especially important 
where children are vulnerable.  
 
For vulnerable children we will ensure we understand the reasons for the vulnerability and any 
arrangements in place to support them. As a minimum we will seek access to that child’s EHC plan, 
child in need plan, child protection plan or, for looked-after children, their personal education plan 
and know who the child’s social worker (and, for looked-after children, who the responsible Virtual 
School Head  Teacher is).  
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Ideally this will happen before a child arrives but where that is not possible it will happen as soon as 
reasonably practicable.  

Any exchanges of information will ideally happen at DSL (or deputy) level, and likewise between 
special educational needs co-ordinators/named individuals with oversight of SEN provision for 
children with EHC plans. However, it is acknowledged this may not always be possible. Where this is 
the case our school senior leaders will take responsibility. 

The DSL will undertake a risk assessment based on the information received, considering how risks 
will be managed and which staff needs to know the information.  

17. Supporting children not in school  
Where the DSL has identified a child to be on the edge of social care support, or who would normally 
receive additional pastoral support in school, they will ensure that a communication plan is in place 
to support that child. It will be reviewed regularly to ensure it remains current during these 
measures. Staff will try to speak directly with these children and where concerns arise, pass these on 
to the safeguarding team using the processes outlined above.  Staff are also encouraged to speak 
with all other pupils who are not in school every 3-4 weeks and where this is not possible to 
communicate via email; this will ordinarily be the Form Tutor, Head of Year or other identified staff . 
 

18. Mental Health 
We recognise that current events may have an impact on the mental health of children, their 
parents/carers and staff. Where concerns are identified during the COVID-19 response we are able to 
support families by telephone or video call in the following ways:  

● Through our Pupil Welfare Coordinators  
● Through our pastoral team (Heads of Years, Deputy Heads of Years, Form Tutors) 
● Referrals to our school counsellor  
● Signposting external support providers 
● Referrals to external mental health services 

In addition to this, we circulate regularly a Mental Health Bulletin to families and staff, as well as an 
information sheet for families that signposts external organisations that can provide support.  
 
If staff would benefit from mental health support this is possible through the Employee Assistance 
programme from RBK ’s confidential Counselling Service (in the first instance contact Sarah Kitt, 
Wellbeing & Counselling Advisor on 020 8547 5160 or Sarah.kitt@rbk.kingston.gov.uk). 
 
 
Approved by Graham Willett, Chair of Kingston Educational Trust, on behalf of the Trust Board 
(Chair’s Action) 
Date: 6 June 2020  
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