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 ANNEX TO QUEEN ETHELBURGA’S CHILD PROTECTION AND 
SAFEGUARDING POLICY – Version 4.0  

Child Protection and Safeguarding during the COVID-19 measures 

This annex sets out details of our safeguarding arrangements during the COVID-19 measures 
and some of the adjustments we are making in line with changed arrangements in the 
Collegiate following advice from government and local agencies.  

Preface 
From Monday 1st June 2020, following a period of national lockdown, in line with 
government guidance, we took the necessary steps to be ready to welcome the return of 
students in Early Years, Year 1 and Year 6 into classes, and to offer appropriate pastoral care 
and support.  Year 6 boarders returned on Sunday 31st May 2020. Students who did not 
return continued to engage in our Remote Learning Programme and continued to have 
access to welfare and mentoring support.  

From the beginning of the Autumn term 2020, following government guidance, we took all 
the necessary steps to welcome the return of our students, and conducted full risk 
assessments to ensure the safe reopening of the Collegiate for all our students and staff. 

In response to the COVID-19 outbreak since March 2020 there have been many significant 
changes within our setting. In line with government guidance, during periods of national 
restrictions or lockdown, we will continue to provide care on site for children who are 
vulnerable and children whose parents are critical to the COVID-19 response and cannot be 
safely cared for at home.  

Despite the changes, Queen Ethelburga’s Collegiate Child Protection and Safeguarding 
Policy is fundamentally the same: children and young people always come first; staff 
should respond robustly to safeguarding concerns and contact the Designated 
Safeguarding Lead (DSL) in line with our established safeguarding procedure. 

Version control and dissemination  
This is version 4.0 of this annex, dated 10th January 2021. It will be reviewed regularly by our 
Designated Safeguarding Lead (DSL) or a Deputy Designated Safeguarding Lead (DDSL) as 
circumstances continue to evolve or following updated advice or guidance from Department 
for Education (DfE) and/or other regulatory bodies. This Annex and the Child Protection and 
Safeguarding Policy are made available on the Collegiate website. Additionally, this Annex is 
made available to staff through email, the Collegiate SharePoint site and Microsoft Teams 
(MS Teams). This Annex confirms that the Collegiate will seek to ensure that all its staff and 
volunteers who continue to work, at this time, will be aware of who the DSL and deputy 
DSLs are and how staff and volunteers can speak to them. Queen Ethelburga’s Collegiate will 
share safeguarding messages and updates through email, SharePoint and MS Teams. 

Safeguarding Priority 

On 27th March 2020 the DfE published guidance to schools in fulfilling their safeguarding 
responsibilities during the pandemic restrictions - Coronavirus COVID-19: Safeguarding in 
schools, colleges and other providers          

https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
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On 19th April further safeguarding guidance was published - Safeguarding and remote 
education during coronavirus (COVID-19)  

On the 20th May, in anticipation of the planned opening of schools to Early Years, Year 1 and 
Year 6 students, on 1st June, further guidance was released, with updates to - Coronavirus 
COVID-19: Safeguarding in schools, colleges and other providers  

On 2nd July, in anticipation of the planned Full opening of schools in the autumn term further 

government guidance was issued. 

Between the 5th November to the 2nd December 2020 a period of national restrictions came 

into force. 

For all schools in England a further period of national lockdown came into force for the start 

of the spring term in January 2021, provisionally up to the February half term.  

At all times, the protection and safeguarding of students will be of paramount importance, 
and the Collegiate will do whatever it can to ensure the safety of those who are part of its 
community. We continue to have regard for statutory safeguarding guidance on inter-
agency working, set out in Working Together to Safeguard Children and the statutory 
guidance Keeping Children Safe in Education (KCSIE), as required by legislation.  
 
For all students and staff returning to QE for the start of the spring term the following 
fundamental safeguarding principles remain the same, and will remain in place subject to 
any further lockdowns: 

• the best interests of children continue to come first; 

• staff will be made aware of signs that there is reason for concern, including when 

students are learning remotely; 

• if anyone has a safeguarding concern, they will act immediately, as laid out in the 

Child Protection and Safeguarding Policy; 

• any allegation against a member of staff will be dealt with in line with our existing 

policy, as laid out in the Child Protection and Safeguarding Policy; 

• the procedure for dealing with disclosure will also apply as outlined in the main body 

of the Child Protection and Safeguarding Policy; 

• in school holidays, if there is not a DSL or DDSL on site, there will always be one 

contactable. All staff in attendance will be made aware of who is on the duty rota 

and will still be able to contact the Child Protection and Complex Welfare team using 

the generic email cp@qe.org; 

• no unsuitable people will be allowed to gain access to children, and when recruiting 

new staff, procedures in the Safer Recruiting Policy will be followed, except for 

temporary changes to guidance issued by the government to facilitate DBS 

clearance; 

• any staff or volunteers attending on site from outside the Collegiate will complete an 

induction, to ensure they are aware of safeguarding risks and know how to act if 

they have concerns; 

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

 
 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fguidance%2Fsafeguarding-and-remote-education-during-coronavirus-covid-19%3Futm_source%3D265388db-edd9-4eda-91f4-c0da01b813f2%26utm_medium%3Demail%26utm_campaign%3Dgovuk-notifications%26utm_content%3Dimmediate&data=02%7C01%7C%7Cf4f490ab4b7c44b2d1e408d7e3eedf7b%7C73a4f68d411649e492a4fefba6b4c65b%7C0%7C0%7C637228487401179871&sdata=9qKVe1KeQYmmrQskmou4pI9Cna9Yu4JTTMdYcgMI9Y4%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fguidance%2Fsafeguarding-and-remote-education-during-coronavirus-covid-19%3Futm_source%3D265388db-edd9-4eda-91f4-c0da01b813f2%26utm_medium%3Demail%26utm_campaign%3Dgovuk-notifications%26utm_content%3Dimmediate&data=02%7C01%7C%7Cf4f490ab4b7c44b2d1e408d7e3eedf7b%7C73a4f68d411649e492a4fefba6b4c65b%7C0%7C0%7C637228487401179871&sdata=9qKVe1KeQYmmrQskmou4pI9Cna9Yu4JTTMdYcgMI9Y4%3D&reserved=0
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/covid-19-safeguarding-in-schools-colleges-and-other-providers/coronavirus-covid-19-safeguarding-in-schools-colleges-and-other-providers
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak/guidance-for-full-opening-schools
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
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Safeguarding partners’ advice  

The Collegiate will continue to work closely with safeguarding partners, and to ensure that 
this document is consistent with their advice and following the reporting mechanisms and 
referral thresholds, in force at the time.  
 
Roles and responsibilities  
The roles and responsibilities for safeguarding in the Collegiate remain in line with our Child 
Protection and Safeguarding Policy. Contact details for the DSL and DDSLs are given at the 
front of the policy. Staff are expected to report any concerns through CPOMS or by emailing 
cp@qe.org. 

Vulnerable children 

There is an expectation that vulnerable children who have a social worker will attend the 
Collegiate, 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, and the child is considered vulnerable, 
this will be discussed with the social worker and the reason explored with the parent. In the 
event of a lockdown, vulnerable children will be encouraged to engage in the Remote 
Learning Programme, if they are not on the premises. Other categories of vulnerable 
children such as adopted children or young carers will also be offered the opportunity to 
attend the Collegiate if they wish. 

 

Increased vulnerability or risk 

Should there be a student with an Education, Health and Care (EHC) plan, there will be a risk 
assessment conducted, in consultation with the local authority and parents, to determine if 
their needs can be safely met.  
 
Where the DSL has identified a child to be on the edge of social care support, or a student 
who would normally receive additional pastoral support in school, they will ensure that a 
communication plan is in place to support that child. Details of the plan will be recorded in 
the safeguarding file for that child. It will be reviewed regularly, to ensure that it remains 
current during these measures.  
 
Attendance 
All students are expected to continue to engage and participate in their education, whether 
on site or through the Remote Learning Programme. Where a student or young child is 
expected to attend but does not, 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 and 
will take the appropriate action in accordance with the Collegiate Children Missing from 
Education/Missing Student Policy. 
 
New children at the school 
Where students or young children join the Collegiate community from other settings, the 
relevant welfare and child protection information will be sought, particularly for vulnerable 
children. The DSL will undertake a risk assessment based on the information received, 
considering how risks will be managed and which staff need to know the information. 
 

 

mailto:cp@qe.org
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Reporting concerns about children and staff 

Reporting safeguarding concerns about children and staff remain in line with our Child 
Protection and Safeguarding Policy. Safeguarding concerns about children must be reported 
to the DSL or DDSLs whose contact details are given at the front of the policy. Staff are 
expected to report any concerns through CPOMS or by emailing cp@qe.org. 

Safeguarding concerns related to a member of staff should be reported to the Principal, in 
line with the Child Protection and Safeguarding Policy. 

It is recognised that, in some cases, concerns about mental health may involve safeguarding 
students and should also be reported to the DSL or DDSL. 

Peer on peer abuse 
It is recognised that issues of online bullying and peer on peer abuse can still arise, and all 
aspects of the Child Protection and Safeguarding Policy will apply, whether students are in 
school or not. In addition to the risk of bullying identified in the Anti-bullying Policy, it is 
recognised that there is potential for peer-on-peer abuse to reflect the vulnerability of 
particular students at this time, and to exploit the fear of the virus. All bullying will be taken 
seriously.  

The Collegiate's pastoral team will still be accessible to students by visiting 
https://www.qe.org/home/pastoral-care/thriveqe so that they can seek support, where 
needed.  Alternatively, pastoral support can be accessed by emailing pastoral@qe.org or by 
contacting pastoral staff via the MS Teams chat feature. 
 
Safer recruitment  
No unsuitable people will be allowed to gain access to children, and when recruiting new 
staff, procedures in the Safer Recruiting Policy will be followed, except for any temporary 
changes to guidance issued by the government to facilitate DBS clearance. 
 
Safeguarding training and induction 
All Collegiate staff receive annual safeguarding training and regular safeguarding updates. 
Any staff or volunteers attending on site from outside the Collegiate will complete a 
comprehensive programme of induction, to ensure they are aware of safeguarding risks and 
know how to act if they have any safeguarding concerns. 

 

Supporting children not in school –  
Remote learning, pastoral care, welfare and support 
In times of national crisis, such as the COVID-19 pandemic or a major incident, where 
students cannot access their usual timetabled classes on campus, educational provision may 
be delivered, supported and/or assessed through a Remote Learning Programme, using the 
MS Teams platform. It may be the case that some students, such as children of key workers, 
are able to remain on site, whilst others remain off-site. All students can continue their 
education through the Remote Learning Programme, as outlined in the Remote Learning 
Policy.  

Staff responsibilities 
Online safety 

• As set out in the Staff Code of Conduct, Acceptable Network/Internet Use 

Policy, E-safety Policy and Child Protection and Safeguarding Policy, all 

mailto:cp@qe.org
https://www.qe.org/home/pastoral-care/thriveqe
mailto:pastoral@qe.org
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members of staff must be aware of e-safety and child protection issues 

related to the use of mobile devices and social media and must maintain an 

appropriate level of professional conduct in their own internet use. 

• Staff are expected to follow the Remote Learning Guidelines issued by the 

Collegiate, in the event of a lockdown, including guidance for one-to-one 

meetings and safeguarding themselves and others.  

• Staff are required to access technology responsibly. 

• No material will be provided by staff for Remote learning unless it is known 

to be suitable for student access and appropriate to the relevant age group, 

and it does not compromise their safety or well-being. Only approved 

internet links should be provided, where external resources are 

recommended. 

• Staff should not request personal information from a student beyond that 

available to them via existing Collegiate systems, and such personal 

information must not be downloaded and saved to any personal device. 

• Staff are expected to follow the Remote Learning Guidance provided by the 

Collegiate for video conferencing through MS Teams, utilising STREAM to 

save recordings, where possible. Always ensure that data is deleted from 

personal equipment. No data is to be stored on any personal device. 

• Staff must not use any alternative platform for video conferencing, such as 

Zoom.  

• Staff should respect and preserve the privacy of accounts, login names, 

passwords, and/or lock codes to maintain security of electronic devices and 

data. 

 

Delivering Remote Lessons 

• Staff are expected to be familiar with, and adhere to, the Remote and 

Blended Learning Policy when delivering remote lessons. 

• Staff should be familiar with the procedures and best practice for doing so, 

having read the T and L technical guidance documentation. 

• Unacceptable student behaviour should be dealt with using the Behaviour 

and Discipline Policy, as usual. 

• Remote lessons may be delivered via pre-recorded content for absent 

students, or there may be livestreamed lessons with or without 

staff/students being in class. 

• The decision to livestream a lesson for absent students will depend on the 

subject, year group or class. Individual teachers may make this decision in 

consultation with their Head of Department or relevant School Team. 

• Teaching staff should be aware that, when livestreaming lessons, there may 

be other people present with the remote students. 

• Where lessons are livestreamed to remote students with other students in 

class: 

o unacceptable student behaviour in the classroom should be dealt with 

swiftly, though it is advisable to pause the live stream or mute the 

classroom microphone; 
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o there should be no livestreaming of student Personal Identifiable 

Information (PII);  

o teachers should not refer to students in class by anything other than 

first names, including when taking registers verbally; 

o iSAMS registration lists should not be screenshared during the 

livestreamed lesson; 

o cameras, if used, should be aimed towards the board and show only 

the teacher - students should not appear on camera; 

o where livestreamed lessons are also recorded by teaching staff, all 

students should be made aware they are being recorded; 

o recordings will automatically be saved to Stream and will only be 

available to those students and staff who are either part of the Class 

Team or who were invited to the lesson;  

o recorded lessons will only be available to students on Stream for as 

long as they are Class Team members; 

o where staff members have any concerns over the suitability of the 

recording, for behaviour or safeguarding reasons, this should not be 

made available to students until this has been checked by the Head of 

Department; 

o should a recorded lesson be deemed unsuitable to be made available 

to students, alternative work will need to be provided; 

o any recorded lesson or call between a non-teacher or peripatetic 

music teacher and student will not automatically be uploaded to 

Stream, but should be saved by the member of staff and uploaded to 

the designated folder on the department website, for safeguarding 

purposes; 

o any recorded videoconference call between a teacher and student will 

automatically be uploaded to Stream, and only be viewable by those 

who participated in the call; 

• A comprehensive suite of training options is available for staff, including 

online tutorials and face-to-face inset sessions.  Should staff require any 

further training or support then they should email 

teachingandlearning@qe.org. 

Communication with students 

• Staff must not use their own equipment to email students or 

parents/guardians/carers, unless this is via secure Collegiate software.  Under 

normal circumstances, unless there is immediate danger to a child, no 

outgoing communication should be on a landline outside of the Collegiate, or 

on a personal mobile device, but see the communication guidance below for 

exceptional circumstances. 

• Any communication incoming to teachers or boarding staff must be via 

Collegiate software. In line with the Staff Code of Conduct, staff should not 

provide students or parents/guardians/carers with their personal contact 

details, such as personal email addresses or phone numbers.   
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• Staff should not arrange to meet students outside school or visit them in 

their homes. 

 

Operational Risk Assessment  

• All procedures and protocols are thoroughly risk assessed to safeguard both 

students and staff and to support their well-being. 

 

Supporting students, identifying and reporting general concerns 

• In the context of Remote learning, deadlines for work may vary, but if a 

member of staff (teaching or boarding) establishes that a student has not 

accessed or completed work, the appropriate school team should be notified, 

and an intervention recorded on iSAMS. 

• Where staff or staff mentors become aware of welfare issues, inform the 

relevant school team, including the pastoral team and record an intervention 

on iSAMS. Issues relating to boarding students should also be directed to the 

relevant Head of Boarding.  

• For staff delivering instrumental or vocal tuition, if a member of staff is 

unable to contact a student through MS Teams, or they inform the member 

of staff that they do not want a lesson, or do not attend the lesson, the 

member of staff must inform the appropriate school team the same day.  

 

Pastoral Team contact details: 
pastoral@qe.org  

 

Boarding contact details: 
lowercollegiateboarding@qe.org 
uppercollegiateboading@qe.org 

 

School team contact details: 
chapterhouse@qe.org kingsmagna@qe.org  
faculty@qe.org    college@qe.org 

 
Student responsibilities 
Online safety 

• Students are required to access technology responsibly. 

• Students will be expected to take responsibility for accessing materials 

appropriately and applying their training in e-safety and acceptable network 

and internet use, to include not browsing, downloading, uploading or 

forwarding material that could be offensive or illegal, and reporting any 

accidental access to such material. 

• Students should understand and respect that they are responsible for 

preserving the privacy of accounts, login names, passwords, and/or lock 

codes to maintain security of electronic devices and data. 

• Access to the Collegiate network must only be via the approved methods, as 

outlined in the Chapter House Home Learning brochure and the Queen 

Ethelburga’s Collegiate Educational E-Learning brochure. 

mailto:pastoral@qe.org
mailto:chapterhouse@qe.org
mailto:kingsmagna@qe.org
mailto:faculty@qe.org
mailto:college@qe.org
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Remote and in school conduct 

• Students should understand and respect that they are responsible for 

observing the rules and guidance put in place for their protection, as outlined 

in the Annex within the Behaviour and Discipline Policy. This policy is 

available on the Collegiate website. 

 

Communication guidance with students, parents and guardians during 
Remote learning: 
Whilst a student is Remote learning, and not in school, it may be necessary to contact the 
student and/or the parents to offer support.  Please refer to the guidance issued to staff, 
relating to the use of MS Teams.  
 
Support can be communicated in various ways: 

• email contact via the school team email address with the parent/guardian/carer or 

student; 

• telephone or audio call from the school team to the parent/guardian/carer; 

• chat feature on MS Teams;  

• video conferencing with the student on MS Teams, following the appropriate 

guidance. 

 

All communication should keep a professional tone – including the picture used to identify 
you. Staff should ensure that they report any incident that causes them concern, or any 
situation where a student becomes distressed or angry, to the DSL in accordance with the 
Collegiate's Child Protection and Safeguarding Policy and make a written record (signed and 
dated).  Concerns should also be logged onto CPOMS or emailed to cp@qe.org. 

Email contact – guidance for staff 

• Emails to students/parents/guardians/carers should be sent via the school teams' 

email accounts and not to personal or work email addresses, unless this has been 

authorised. Emails will remain on the system, as a record of communication. 

 

Telephone or audio call – guidance for staff 

• Please be advised that unless a member if staff is authorised to do so, telephone or 

audio calls will only be conducted by designated members of the school, pastoral or 

safeguarding and complex welfare teams. If using a mobile or landline rather than 

the audio call function on MS Teams, the number must be blocked by dialling 141 on 

a landline or #31# on a mobile phone before the telephone number. Staff should not 

make calls, unless it is an emergency, if these features are unavailable. 

• An intervention should be placed on iSAMS to note that communication has been 

made and the reason for it. 

• For students in Chapter House or King’s Magna, up to and including Year 6, staff 

should request that a parent/guardian is present throughout the call and that the 

phone is on speaker mode.  

Note:  One-to-one video chats or phone calls with children in Chapter House and 

Year 6 need to have an adult present in the room and the adult needs to be able to 

hear the audio and in sight of the screen. 
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Chat Feature on Microsoft Teams – guidance for staff 

• You may find using the chat feature useful for setting up and organising your lessons 

with students.  

• Ensure that you always maintain professionalism. 

• Do not delete any of your chats or message exchanges with students. 

 
Video conferencing on Microsoft Teams - guidance for staff 

• Ensure that you are in a well-lit room with good Wi-Fi connection.  

• Ensure that anything on display is appropriate and the setting is professional.  

• Make use of the background blurring function if this is available.  

• Ensure that you are appropriately dressed.  

• Ensure that any video conference is recorded. Always inform the student that the 

session is being recorded.  

• Be positive and supportive.  

• Do not continue the meeting for any longer than is necessary to achieve its purpose. 

• For students in Chapter House and King’s Magna, up to and including Year 6, please 

request that a parent/guardian is present throughout the video conference call and 

that they can hear and see the video conference. 
 

Communication guidance with students, parents and guardians during a 
phased return: 
Parents will be consulted about their child’s return to school, in line with government 
guidance. They will be provided with detailed information regarding necessary procedures 
to ensure the safety of their child and the Collegiate community.  
 
The welfare of our children is of utmost importance and our DSL and DDSL(s) will be on site. 
 
In order to provide appropriate support, parents are asked to notify the Collegiate if any of 
the following apply:  

• bereavements; 

• other significant life events while out of school, whether relating to COVID-19 
or otherwise; 

• any indication of unkind behaviour by their peers while off school; 

• exhibiting concerning signs of isolation from usual friendship or other groups; 

• disengagement from school or schoolwork; 

• signs of increased anxiety or low mood while off school.  

 

 
 


