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College Contact Details and Codes 
 
 
 
 
 
 

• If you wish to contact the College, the number is: 020 7937 3858  
 
• To directly contact any member of staff by email, follow one of the following formats: 

firstname@ashbournecollege.co.uk / firstname.surname@ashbournecollege.co.uk 

• For administration queries please email admin@ashbournecollege.co.uk 

• For admissions queries please email admissions@ashbournecollege.co.uk 

 

If, however, you have an enquiry from within the school premises, ringing the internal line 221 

will take you to the front desk, OCP, 247 to YS, and 253 to KC.  

 
 

 

 
 
 
 
 
 
 
 
 

Staff 

Wi-Fi Name: AISFC_STAFF 

Password: K3n5INGton 

Students 

Wi-Fi Name: AISFC_STUDENT 

Password: a5hb0urn3 

Old Court Place 

17 Old Court Place 

Kensington 

London W8 4PL 

Young Street 

59-61 Kensington High St. 

Kensington 

London  

W8 5ED 

Kensington Court 

47 Kensington Court 

Kensington 

London W8 4PL 

Wi-Fi Codes: 
 

Addresses: 
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 Staff Handbook   

Welcome to Ashbourne 
 
 

We would like to offer you a warm 
welcome to the college, and hope that 
this Handbook can act as a reliable 
resource to tend to any of your general 
queries.  
 
We have included an overview of the 
Terms and Conditions of your 
employment, and outline what you can 
expect from us as your employer. In 
return, we ask you for a high degree of 

commitment, dedication and loyalty to help us achieve the aims and objectives of the college.  
It is highly important to Ashbourne that its staff members feel comfortable and confident during 
their time here, so if you have any questions that you can’t find the answer to here, please feel 
free to contact your line manager who will certainly be able to assist you.  
 
Once again, welcome to the team and we look forward to working with you. 
 
Best regards, 

 
 
 
 
 
 
 

Michael Kirby  
Director and Principal 
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Mission Statement 
 

Ashbourne’s mission is to be the most desirable destination for A-level students in London by: 
 

• Attracting highly motivated individuals with an ‘Asher Profile’, who aspire to achieve academic 
excellence within their potential through a balanced and well-rounded education. Ashbourne 
wishes to achieve this by respecting the best academic traditions of independent education 
whilst meeting young people’s need for encouraged autonomy and self reliance;  
 

• Delivering inspirational, cohesive and innovative education whilst providing a learning 
experience that is personalised and tailored to the individual needs of each student. We 
promise small class sizes to ensure students achieve their aspirations in a friendly, informal, 
international and disciplined college as distinct from a traditional formal school; 
 

• Recruiting and retaining staff with an Asher Profile: rewarding them with competitive 
remuneration and working conditions to encourage and support their professional 
development; 

 
• Achieving a level of profitability that will sustain and enhance the college and provide 

adequate returns to shareholders’ investment. 
 
Asher Profile 
An Asher is an individual who epitomises the spirit and values of Ashbourne. Ashers are 
positive, proactive and motivated in all they do. They are ambitious in their chosen field, always 
striving for excellence through hard work and unwavering in trying their best. They are 
independent and self-reliant team players, always prepared to lend a hand and go the extra 
mile to help others. They are courteous, honest, trustworthy, self-accountable and most 
importantly, committed to treating people fairly at all times. Ashbourne recruits and retains staff 
with this Asher mentality and rewards them with competitive salaries and working conditions, 
providing our genuine investment in our employee’s professional development.  
 
Sophie Smith, who is a former student and teacher at Ashbourne, says: 
‘An Asher is someone who is enthusiastic, curious and kind; someone who is quick to help and 
excited to learn. I look back very fondly at my time at Ashbourne, and look forward to seeing 
smiling faces when I come to work.’ 
  
We encourage our students to be independent and self-reliant both academically and 
personally. There are three aspects in particular that we take pride in, which are: individual 
attention, academic results and diversity. 
  
Individual Attention 
Our governing ethos has always been to answer the individual needs of students through 
providing high quality tuition and pastoral care. Each student receives personal attention and 
guidance at every stage of their development, primarily through our Personal Tutoring Scheme. 

4.1 Our Ethos 
 

  4  Starting with Ashbourne 
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The college strives to create a friendly and informal atmosphere where students refer to 
teachers by their first names, and our class numbers rarely exceed more than 10 students. This 
enhances student and staff engagement, thus allowing communication and understanding to 
develop in a very natural way. At the same time, Ashbourne is very hands-on and complements 
the excellent relations between staff and students with the proactive insistence of high 
academic standards. 
 
Academic Results 
Ashbourne is among the top performing private A-level colleges in London in ranking number 1 
on the London league tables, reflecting the quality of our students, teachers and operations 
team. In 2018, 50% of students achieved A/A* for A level and 54% are now at Russell Group 
Universities, which is ultimately as a result of the entire college body working together to 
support the Ashbourne’s mission. 
 
Diversity 
Ashbourne is attractive to international students for multiple reasons, but fundamentally it is the 
welcoming atmosphere, extensive range of subjects offered, and the overall quality of education 
that keeps our inflow of oversees students so strong and consistent. Forty per cent of 
Ashbourne’s students are from overseas, representing over 40 different nationalities. As a result 
of this there is vast diversity in the different personalities, ambitions and interests of the 
students, making Ashbourne a very exciting place to work and study.  

The diversity is not only applicable to the students, but to the staff as well. Ashbourne recruits 
students and staff of all backgrounds, ethnicities and histories. In addition to cultural and 
historical individuality, we also celebrate social individuality by running weekly LGBTQ club 
meetings, where it provides an opportunity to meet, discuss and express thoughts.  

Our Expectations 
We ask that all staff and students support Ashbourne’s mission with a proactive and positive 
approach. Additionally, beyond fulfilling the duty of the employee’s specific role, we expect that 
all staff members meet behavioural expectations of Ashbourne, also understanding the 
responsibility to guide the students to do the same. We therefore we ask that all members of the 
team familiarise themselves with our Code of Conduct, specified under section 8 of this 
handbook, to ensure they feel confident in the delivery and relaying of our behavioural 
expectations. 
 

 

 
Staff Enrolment Procedure 
Any new staff member at Ashbourne must provide certain essential documents before 
becoming officially employed by the college. These include: 
 

• a completed general employment form  
with 5 years of history of address 

• evidence of their current address  
• two forms of identification  
• DBS documents completed  

4.2 Your induction 
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• bank details to receive payment 
• a completed medical health questionnaire.  

 
On the First Day  
Staff should bring in their passport, driving licence, two bills with name and address, 
National Insurance number, P45 (if applicable) and bank details on their arrival at 
Ashbourne. New members of staff are also given a few documents to read through and 
complete. These include; a contract, this Staff Handbook, and an official letter stating offer 
of employment. They will then be added to Ashbourne’s database, FileMaker, where their 
contact details will be stored. A photo will also be taken and added for identification purposes. 
They will then be told about the deadline for filling in the monthly claim form. After this, the new 
Staff member will be given a personalised email account, and all members of Staff will be 
informed of the new recruit via email.  
 
Updating contact details 
It is the responsibility of all staff members to keep their contact details up to date. Staff 
members must inform form us immediately of any change to their contact details, such as their 
address or mobile phone number. Please inform Mani (mani.giri@ashbournecollege.co.uk) with 
any changes. Changes of address require two new proofs of address to be presented. 
 
DBS Check  
All new Staff must have a DBS check (previously called CRB). This is obligatory and their 
responsibility - without it, they cannot be employed by the school.  
 
Those asked to complete a DBS check are people who are appointed to a position where they 
regularly have contact with children under the age of 18, including further education institutions. 
This involves duties such as caring for, supervising, training or being in sole charge of children 
under 18, which includes a person who is a regular volunteer, or who has supervised access to 
students. It is Ashbourne’s Policy to renew and validate a DBS check every five years. 
However, short-term staff members, such as those during Easter Revision or supply cover 
should not be checked again if they have an existing DBS check from their current employer, 
and they have not left a break between positions of more than 3 months. If they do not have a 
current DBS disclosure or a period of 3 months has passed between positions, it is advised that 
they should be rechecked.  
 
Health and Safety Tour 
Every new member of staff is required to take part in a health and safety tour of the school. On 
this tour, staff are shown around all three buildings, including essential areas such as the 
medical room, fire exits, and where First Aid boxes are located around the college – mainly in 
reception. They are then told who the Fire Marshals and First Aiders are for each building 
(provided in Fire Policy section). All accidents must be notified to the reception and logged 
in an accident book, located in each building. There is strictly no smoking on campus, so 
during the tour employees are shown where they are able to smoke. During this tour, the 
employee should also be made aware that reception should be manned at all times.   
 
In the event of finding a fire, new employees are also shown where the alarms are in all three 
buildings, and told what to do and what not to do in the event of a fire. For example, do not run, 
do not collect belongings, do not carry hot drinks and do not use lifts. For more 
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information, please refer to the Fire Policy. On the Health and Safety Tour, members of staff are 
also notified on the safe evacuation procedure of students in case of a fire, and are shown the 
assembly points for each building. If the alarm goes for longer than 30 seconds, please 
evacuate, this is not a test. After doing the Health and Safety tour, they must fill in the Health 
and Safety Form, which is then scanned and added to the system.  
 
Operation Team Health and Safety Induction Training  
The Operations Team is given Health and Safety induction training so they can present the 
Health and Safety tour to any new employees, students and visitors. They must, therefore, 
understand the procedure with handling visitors and contractors on site. Visitors and 
Contractors must wear visitors lanyards at all times and must be signed in and out, even when 
moving between buildings. All Visitors, Prospective Staff, Ofsted Officials and Contractors 
must provide photo ID upon arrival. All Visitors and Contractors must be continually 
monitored and this must be documented. 
 
Staff Induction Policy  
This policy applies to all employees including supply staff who will receive an induction that is 
adapted to the needs and position of the individual. The induction programme has a heavy 
focus on Safeguarding and child protection to ensure that Ashbourne and UK regulations are 
understood and adhered to. 
 
Confirm you have read KCSIE Part I Document 
There is a Policy document called Keeping Children Safe Part 1 which is compulsory for all 
employees to read before beginning work. The document is under Appendix 6 of this 
Handbook.  
 
Aims 
The staff induction policy is designed to: 

• Make staff aware of Ashbourne college’s mission statement and values 
• Ensure new recruits are settled in as smoothly and quickly as possible 
• Provide clear job descriptions where roles and responsibilities are understood and 

adhered to 
• Meet with relevant key staff members, including line manager and Designated 

Safeguarding Lead 
• Complete all safer recruitment requirements 

 
Responsibility for Induction  
The Head of Administration and/or their Deputy are responsible for managing the induction of 
all staff members, supply staff and agency staff. 
 
 
The Head of Administration and/or Deputy is expected to provide the following: 

• The introduction of new employees to key staff members 
• Make sure all the needs of the employee are both identified and taken into 

consideration with follow up as appropriate 
• Inform the new employee on college procedures 
• Provide the new employees with a tour of the premises and inform them of all Health 

and Safety aspects they should adhere to 
• Provide a clear and detailed induction programme 
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Induction Programme 
The induction programme is tailored to specific individuals but should include the following: 

• Checklist of all relevant policies, training and procedures 
• Details of school structure and support available 
• Details of appropriate meetings with key staff members for induction 
• Details of other relevant individuals with responsibility for induction e.g. Line Manager or 

Head of Faculty, Designated Safeguarding Lead etc. 
 
Staff induction Checklist 
Prior to job commencement all new employees are asked to come in for an induction day 
followed by a formal training day. On the first day of appointment, all new employees will be 
given a warm welcome by colleagues and receive all relevant information through meetings with 
key staff members, staff handbook (via email) and other school based procedures. 
 
The Head of Administration and/or their Deputy are in charge of the following areas. 
 
Agenda Date Signature 
All safer recruitment requirements have completed 
and adhered to. 

  

Working Hours   
School Opening Times   
Tour of the Premises   
Management Structure: Who’s who 

 
  

Familiarisation with work area and facilities   
Copy of school prospectus   

Telephone, Photocopying/Printing Issues   
Staff Handbook   
School Mission and Value Statement   
Safeguarding Policy and KCSIE Part 1   
Health and Safety Policy   
Latest Ofsted Report   
Meeting with SENDCO   
Meeting with Designated Safeguarding Lead   
 
Training Programmes: 
All new staff members are required to complete the following before or during their first month: 
 
Agenda Date Signature 
Prevent Training(*)   
Safeguarding and Whistleblowing Procedures 
 (*) 

  

First Aid   
Fire Marshall   
Health and Safety (if required)   
(*) before joining Ashbourne. 
All new employees will also meet with their line manager or Head of Faculty to discuss the 
following: 
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4.3 Layout of the Day    
 

Agenda Date Signature 
Job Description   
Materials and Resources   
Teaching Standards   
Sickness/Absence Procedure   
Key Dates e.g. Mocks, Reports, Parent’s Evening   
Filemaker e.g. registers, academic share etc.   
Any Other Business   
 
By signing the above areas, the new employee confirms that they have completed the above 
and shows that they have read, understood and are fully aware of Ashbourne’s policies and 
procedures. During the new employee’s first month of work the line manager or Head of Faculty 
should discuss the following areas with the new employee: 
 
Agenda Date Signature 
Structure of the Curriculum   
Individual Students Targets   
Formal Target Setting   
Assessment Procedures   
Liaising with Parents re Progress   
Classroom Management   
Behaviour Management   
Homework Policy   
Plan of School Year   
Staff Options for Extra Curricular Activity   
 

 
 

 

 

 

 

 
 

 
Students 
The structure of the Sixth-form day is set up 
much like a University, as although opening 
hours are from 9am to 6pm, the students are 
only required to come in for their individual 
class times. This means there is no objective 
beginning and end of the college day for all 
students. This timetabling arrangement 
encourages more independence in identifying 
the effective ways to study and organisation of 
their time. In Year 12, students receive one two 

Authorised By The Principal 
Date  
Effective Date of Policy  
Circulation Teaching Staff/ All Staff / Parents / 

Students Upon Request 
Review Date  



 11 

hour Personal Tutoring slot per week in addition to their subject class slots, where as Year 13 
students will use this allotted time to work on their UCAS applications (please refer to Personal 
Tutoring, subsection 3.4). Year 12 and Year 13 students receive six hours of tuition per subject 
each week, with the exception of certain practical Art Subjects where extra hours may be 
timetabled.  
 
Unlike the Sixth Form, GCSE students have full classes from 9am to 4pm, with the exception of 
some additional classes lasting until 6pm. If their classes are in different buildings, then any 
student aged 16 or under is escorted to the different premises by a member of staff.  
 
Teachers 
Ashbourne teachers take great pride and care in their work with the students, and are always 
willing to go the extra mile to make sure every individual is working towards his or her potential. 
  
The lessons are set into two-hour classes with a 10-minute break in the middle. The class 
should begin on the hour sharp, and then break 10 minutes to the next hour. Small classes 
mean our teachers can set and mark homework much quicker and thus more frequently, as well 
as our teaching time typically exceeding what is found in most other schools and colleges. 
  
Lessons all have a supervised structure in which the students are constantly encouraged and 
engaged throughout the class. This supervision also includes mock exams every half term, 
which prepares students for exams (see Exam and Mock Protocols, subsection 6.2). 
  
Operations Staff 
Academic administrators, Receptionists, and other members of the Operations Teams deal with 
any bureaucratic issues such as contacting students and parents about attendance, organising 
appointments, dealing with the facilities of the school, answering the phones and managing 
interviews. Furthermore, they help provide information to Teachers and Students on room 
bookings and make sure our staff and students’ information is continually updated. The 
operations staff work exceptionally hard, and are always ready to help and assist – our phone 
lines are open from 8.00am to 8.00pm during term time.  
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   4.4 Staff Who’s Who    
 

   Senior Management    

James Wykes – Assistant Director of Studies, Leader of Faculties:  As assistant Director of Studies, 
James supports Lee in the extensive job of supervising all students’ personal and academic progress. His 
role as Leader of Faculties involves ensuring the leadership principles of Ashbourne infiltrates down into 
every subject Faculty, creating a consistent and high quality standard of teaching across all departments.  

Academic Staff with additional responsibilities 

Lawrence Quigley – Head of Arts Faculty: Lawrence should be consulted if there are any concerns or 
issues regarding Art students. He advises and assists our Artists in finding University and Foundation 
courses that best accommodate their needs and wants as individuals. Lawrie works on a Part Time basis, 
during which he teaches Year 13 Fine Art.  

Ruchi Agarwal – Head of Finance and Computing Faculty: Ruchi teaches Computer Science and 
oversees UCAS applications for courses under Accounting, Computing and Economics. Ruchi also decides 
Faculty trips, such as visits to Bletchley Park to see the Enigma Machine, as well as arranging student 
participation in national competitions across the country.     

Dennis Fulcher  – Head of Media and Social Science Faculty: As Head of Media and Social Science, 
Dennis supervises the teaching and curriculum of Media Studies, Film Studies, Government and Politics and 
Psychology. He is a teacher for all these subjects.      

 

Alberto Lado Rey  – Head of Languages Faculty: Alberto teaches Spanish and supports the Director of 
Studies in overseeing the UCAS applications for courses under the Languages umbrella. He is also in 
charge of our IELTS programme, and administrates the organisation behind any Languages trips.  

 

Mike Kirby – Principal: Mike is the Founder and Principal of Ashbourne, therefore initiating and overseeing 
all operations. He is the Head of our Mathematics and Physics Faculty, and is an active tutor for both subjects. 
Mike assists students in preparing their UCAS applications and ultimately ensuring they are on track with their 
academic and personal goals. As the Principal, he decides all major changes and additions to the college thus 
determining the direction and intentions of Ashbourne.  
 
Lee Kirby – Director of Studies, Head of Sixth Form and Co-Head of Middle School: Lee handles the 
educational experience of each individual student, overseeing and ensuring their academic and personal 
development.  As Head of Sixth Form and leader of our Personal tutor Teams, he invests a lot of time in 
consulting students regarding their grades and goals for the future. He is ultimately in charge of all UCAS 
issues, but is aided by his Heads of Faculty in this role. He is in charge of managing all official timetabling 
changes and provides support to our Designated Safeguarding Lead as a Safeguarding Officer.  

Sean Pillai - Deputy Head of Sixth Form: As well as overseeing the progress of Year 13 students, Sean 
specialises in helping Maths and Physics applicants prepare their submissions for University. He is the 
course Leader for our Engineering Programme, and teaches Mathematics. He is in charge of arranging 
seminars and talks to help best prepare and equip students for their chosen career path under the Maths and 
Physics umbrella.   



 13 

 

  

Sarah Thompson  – Year 12 Personal Tutor: Sarah teaches Psychology and is also is a Personal tutor to 
a portion of our Year 12 students. She will meet with them once a week to discuss academic and personal 
progress. If you believe that any of her tutees are showing need of extra pastoral care, academic support 
or individual tuition please consult her directly.   

Emily Browne – Year 12 Personal Tutor: Emily teaches Psychology and is also is a Personal tutor to a 
portion of our Year 12 students. She will meet with them once a week to discuss academic and personal 
progress. If you believe that any of her tutees are showing need of extra pastoral care, academic support 
or individual tuition please consult with her directly.   

Hien Nguyen – Head of Administration: Hien oversees all of Administration, primarily managing 
Compliance and supervising the Reception and Finance team. She deals with timetabling issues, and 
helps organise one-to-one tuition. Hien also liaises with Marta, our Registration and Compliance offer in 
order to organise our Easter Revision Programme.  

 

Georgina Prichard: – Deputy Head of Administration and Head of Reception: Georgina manages the 
Reception Team, providing compliance support and overseeing Health and Safety issues. Please speak to 
Georgina about any questions you have regarding student reports, teacher cover, absences, students 
missing mocks and Staff ID badges.  

Will Stockland – Head of Culture and Society Faculty: Will manages any major issues or changes for, 
Philosophy, Sociology and Religious Studies. He supports the teachers of these subjects as their Head of 
Faculty, whilst being a teacher himself under History of Art. He is also a UCAS tutor and assists Year 13 
students who are looking to apply for Culture and Society courses at University.  

 
Amy Youngman –Head of Natural Sciences Faculty and Deputy Head of Sixth Form: All Year 13 
Personal tutors will consult the Deputy Heads of Year 13 regarding any issues or concerns in relation to 
student’s academic and personal progress. As Head of Natural Sciences, Amy oversees any issues or 
changes in Biology, Chemistry and Geography. She is the Course Leader for our Medical School programme, 
and is one of our Biology teachers.   

Frances Burns – Co-Head of Middles School, Year 12 Personal Tutor and Designated Safeguarding 
Lead: Fran is the designated Safeguarding Lead at the Ashbourne, therefore if any member of the college is 
concerned about a student or fellow member of Staff, it should be brought to Fran’s attention in confidence. 
Along with Lee Kirby, the other Co-Head of Middle School, Fran helps to guide the year 10 and 11 students 
through their GCSE studies.  
 

Administration Team 

Chris Mutter – Year 12 Personal Tutor and Admissions Officer: Chris works in the Admissions 
Department and is also a Personal tutor to a portion of our Year 12 students. He will meet with them once a 
week to discuss academic and personal progress. If you believe that any of his tutees are showing need of 
extra pastoral care, academic support or individual tuition please consult with him directly. 
 
 

Harry Poole  – Year 12 Personal Tutor: Harry teaches Economics and is also is a Personal tutor to a 
portion of our Year 12 students. He will meet with them once a week to discuss academic and personal 
progress. If you believe that any of his tutees are showing need of extra pastoral care, academic support or 
individual tuition please consult him directly.   
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Tracy Nwokoma – Part-Time assistant to Director of Studies: In addition to doing day-to-day PA work, 
Tracy is also involved in helping to recruit students from Nigeria and Ghana. She also provides academic 
support to students, as well as taking part in particular personal mentoring programmes. She will also be 
assisting in events such as the annual revue.  
 

Lara Porfyrova – Compliance and Registration Officer: Lara is in charge of Student Registration and 
Staff Compliance. She is the contact point for any query related to students' documents, information, 
Parent Portals, staff inductions, Easter Revision, and extra individual tuition. It’s Lara’s role to ensure 
Ashbourne’s records of staff and student information is updated and valid, so if any changes are made to 
your personal circumstance, please inform her.  

Blaize Campbell - Safeguarding and Middle School Support Officer:  Blaize helps to support Fran 
Burns in both her safeguarding and middle school roles. Through this, Blaize works actively and closely 
with the middle school students to ensure their welfare. She will help to answer any questions or concerns 
that middle school students may have. 
 
 

Maggie Rogers – Activities Coordinator: Maggie is in charge of Sixth Form Trips, Activities and 
Events, Student Honour Roll, Student Council, and organising the Yearly Calendar. Maggie also 
provides support during the season of UCAS applications. Please contact Maggie if you would like to 
attend any trips, events or activities, or join the student council. 

 

Juliana Rozensztajn de Mattos – College Administrator: Juliana is a part-time receptionist and 
college administrator who works in Old Court Place. She helps any students or teachers with 
administrative support in that building during the evenings. She is also the College’s Social Media 
manager, so is in charge of all of the college’s online and social media content.  

 

Mani Giri – Compliance and Registration Officer: Mani is also in charge of Student Registration and 
Staff Compliance. He is the contact point for any query related to staff and students' documents and 
information. It’s Mani’s role to ensure Ashbourne’s records of staff and student information is updated 
and valid, so if any changes are made to your personal circumstance, please inform him.  

 

Sharan Kandola-Singh – Attendance Officer: Sharan manages attendance at the college, ensuring 
that we know the whereabouts of all students. This involves logging in the attendance of students who 
are unwell, and contacting any students who are absent. Sharan also monitors the registers for each 
lesson, ensuring that they are completed correctly within the first five minutes of every class.  

 

Sean Yip – College Administrator: Sean assists the Head of Administration with individual tuition 
requests, timetabling and the Ashbourne Easter Revision programme. He will inform you if you have any 
room or timetable changes. He is based in Old Court Place and Kensington Court. 

 

David Mullen –College Administrator: David is in charge of any issues or queries for our Old Court 
Place building, such as dealing with the photocopier, stock checks, lockers, room booking, library 
monitoring, and arranging appointments in the daily calendar for Lee. 

 

Eleanor Joscelyne - College Administrator: Eleanor is based on Young Street Reception and helps to 
oversee the building and is there to support students with any needs or queries they might have. She also 
works with the Principal and Director of Studies to help them with any research tasks they have and 
assists the Head of Administration with any administrative tasks she needs assistance with. Eleanor also 
works closely with the admissions team, helping them with enquiries and any ad-hoc tasks. 
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Emma Gustavsson - Part-time College Administrator: Emma is a member of the administration team 
at Ashbourne, who is usually based in Old Court Place. She works closely with Hien to help her to 
organise the Easter Revision course as well as individual tuition. She also sends out new timetables to 
staff and students if there are any timetable changes.  
 

Chris Masters – Admissions Tutor: Chris is an admissions interviewer and is in charge of meeting and 
assessing new students, as well as managing aspects of overseas recruitment. Chris is the Oxbridge 
UCAS tutor for the college, assisting all students applying to Oxbridge Universities with their applications 
and interviews. 

Suzanna Liu – Admissions and Visa Officer: Suzie deals with arranging admissions interviews, meeting 
and greeting potential students, and moving the process along for the new applicants. Suzie also assists in 
issues regarding student visas, marketing and student recruitment.  
 

Admissions Team 

Anh Nguyen – Admissions Officer: Anh helps generate enquiries for the college. Her role includes 
dealing with student recruitment, marketing and overseas recruitment trips. She helps create promotional 
material for the college, assists with January student recruitments, and collaborates with agents.  
 

 

Marcus Loudon – Admissions Officer: New admission enquiries will be passed on to Marcus and the 
team. He is one of the admissions officers who meet with potential students and lead them on a tour 
around the college premises. 

 

Van Tran – Part-Time Admissions Officer: Van originally worked for Ashbourne a few years ago after 
being a student here. She has come back to Ashbourne and is working with the admissions team on 
Asian recruitment with a particular focus on China. She works closely with Lee on marketing strategies 
and promotional materials. 

 

Chris Mutter – Admissions Officer and Year 12 Personal Tutor: Chris works in the Admissions 
Department helping to process and generate new students for the College domestically and abroad. 
Chris oversees the Kazakhstan, Ukraine and Middle Eastern market. He also provides support to 
students who apply overseas for university.  
 
 

Simone Shaw – SENDCO: Simone is in charge of testing the students for special educational 
needs and ensuring that they are receiving the appropriate support for their individual learning 
needs.  
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            FEC (Finance, Exams and Compliance) Team 

            Facilities Team    

Fabio Carpene – Head of Facilities: Fabio deals with Premises Management, Health and Safety and IT 
support. He is also in charge of upgrading the college premises and IT facilities. If you have any issues 
regarding facilities or Health and Safety he is the first person to get in touch with. In addition to this, Fabio 
coaches the Ashbourne Allstars, our college football team.  

Jerome Carasco – Facilities Assistant: Jerome assists the Head of Facilities with in his role, helping with 
heavy duty jobs and aiding him in organising facility repairs.  Jerome installs and maintains all audio-visual 
equipment such as the Apple TV’s, as well as constantly looking to review ways the college could be 
improved in terms of safety and practicality.  

Hasan Gulzar – Examinations Officer: As the Examinations Officer Hasan manages the entire 
organisation and preparation of exams at Ashbourne. He is in charge of organising online access 
arrangements and extra time for students in their examinations. He also files students’ certificates and 
transcripts. 

 

Ruggero Romanelli – Finance Officer: Ruggero is in charge of the finance department at the college. His 
duties include overseeing the payment of invoices and consolidating student tuition fees. As the Finance 
Officer, Ruggero manages suppliers invoices, reconciles student payments, chases debtors and salaries. 
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Selina Rand 
Geography 

               Tutors    

Cristiana 
Bottigella 

Italian 
 

Arabella Bridge 
English Literature 

 

Emily Browne 
Psychology 

 

Joanna Budden 
History 

 

Benvinda Alves 
French and 
Portuguese 

 

Gerardo Carballo 
Spanish 

 

Brendan Casey 
Accounting and 

Economics 
 

George Chaldezos 
Latin and Classical 

Civilisation 
 

Nick Cheeseman 
Fine Art 

 

Richard Clark 
Maths 

 

John Curran 
Economics 

 

Todd Dedman 
Media Studies 

 

Rupinder Dhillion 
Maths 

 

Louise Forster 
German 

 

 Pete Franklyn 
Maths 

 

Jane (Zhen) 
Gregory 
Chinese 

 

Caroline Hall 
Chemistry 

 

Daniel Kedge 
Drama and Theatre 

Studies 
 

George Kontos 
Computer Science 

 
 

Caterina Lewis 
Fine Art 

 

Sahib Kaur 
Marwaha 

Psychology 
 

Chella Nathan 
Maths, Further Maths 

and Physics 
 

Virash Patel 
Chemistry 

 

Michael Peat 
Religious Studies 
and Philosophy 
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Imran Shah 
Physics and Maths 

Imran Shah 
Physics and Maths 

Arianwen Shoring 
Fine Art 

 

Jak Kirby 
(Sangthian 
Sritraipop) 
Graphics  

 

Peter Stanton 
Physics and Science 

 

Piers Tattersall 
Music 

 

Barry Rhule 
Maths and Further 

Maths 
 

Stefania Spinu 
 Economics 

Elle Ryan  
English Literature 

and IELTS 
 

Wesley Rykalski 
History and Media 

Studies  
 

Madeeha Saad 
Maths  

 

Fadwa Sabbagh 
Arabic 

 

Abdul Sami 
Maths and Further 

Maths 
 

Dina Taylor 
Russian  

 

Chris Todd 
Chemistry 

 

Ben Tso 
Music  

 

Sakae Ueno 
Japanese 

 

Lauren Moorley 
English Literature 

 

Sebastian Weiss 
Geography 

 

Michael Wilkinson 
Government and 

Politics 
 

Mark Ellis Youngman 
Biology and Science 

 

Nora Zegrir 
French 

 

Michal Zarzycki 
Biology 
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Anh Nguyen 
Admissions 

Officer 

Lee Kirby 
Director of Studies 

Christopher 
Masters 

Admissions 
Tutor 

Suzanna Liu 
Admissions 

and Visa 
Officer 

Marcus 
Loudon 

Admissions 
Officer 

Chris Mutter 
Admissions 

Officer 
 

Van Tran 
Admissions 

Officer 
 

A d m i s s i o n s    T e a m 

4.5 Staff Structures 
 

A d m i n i s t r a t i o n   T e a m 

Hien Nguyen 
Head of Administration 

  Georgina Prichard 
Deputy Head of Administration 

 and Head of Reception 

Hasan Gulzar 
Examinations 

Officer  

Ruggero 
Romanelli 

Finance Officer 

Mani Giri 
Compliance and 

Registration Officer 

Maggie Rogers 
Academic and Activities 

Officer 

Sean Yip 
OCP  

College 
Administrator 

Lara Porfyrova 
Compliance and 

Registration 
Officer 

 

Juliana 
Rozensztajn 

College  
Administrator 

Sharan 
Kandola-Singh 

YS 
Senior College  
Administrator   

 David 
Mullen 
College 

Administrator 

Eleanor 
Joscelyne 

YS 
College 

Administrator 

Mike Kirby 
Principal and Director 

Lee Kirby 
Director of Studies and Head of Sixth Form 

James Wykes 
Assistant Director of Studies and Head of Faculties 

S e n i o r    M a n a g e m e n t 

Fabio Carpene 
Head of Facilities 

Jerome Carasco 
Facilities Assistant  

F a c i l i t i e s    T e a m 
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dd 
 
 

Old Court Place 
 

Addresses and door codes for all buildings are specified at the front of this booklet. The College 
operates on three sites within close proximity to one another. The main building is at 17 Old 
Court Place, Kensington. This building includes the main Reception, the Library, and the offices 
of the Principal and Director of Studies. Opening hours in Old Court Place are 8am – 8pm on 
weekdays, with the building closed on Saturdays and Sundays.  
 
 

 
 
 
 
 
 

 

 

 
 

 
 
 

 
 
 

4.6  College Building Maps   
 

Medical 
Room 

Student area 

Key 
Doorway 
Private office 
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Entrances and exits 
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Corridor 

First Floor 

M
ai
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Entrance 

Exams and 
Finance 
Office 07 

OCOM 
(Student common 

room) 
Admissions Office 

Deputy 
Heads of 

Y13s’ 
Work 

stations 
 

Interview 
Room 

O6 
Assistant Director of 

Studies Office 

 Safe-guarding 
Office 

Stairs to Mezzanine 

O5 
O4 

Music  
Room 

Stairs to 
Fire Exit 

 

Mai
n 

Sta
irs  

Door to 
stairs 

 

Stairs to First Floor 

Mezzanine 

Lobby 

Principal’s 
Office 

M. Staff  
Toilets 

F. Staff 
Toilets  

Staff Lockers 

OCP  
Staff room 

OLIB  
(Library) O3 

Entrance 

Reception 

OLAB 

Director of 
Studies 
Office 

OMED 

Mixed 
Student 
Toilets 
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Kensington Court 

 

The last building is at 47 Kensington Court and referred to as ‘KC.’ From Old Court place, turn left 
onto High Street Kensington until you get to Kensington Court Road. Follow the road down until you 
get to the building. KC includes another reception, more classrooms, and the office of the Facilities 
team. Kensington Court is open from 8.30am - 6pm on the weekdays and is closed on the 
weekends. 

 
 

 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 

 
 
 

M
ai
n 
St
ai
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Entra
nce 

O9 O10 O11 
                O12 

Storage 
room 

Study areaOCOM 
(Student Common Room) 

O13 

Second Floor 

Second Floor 

Stairs 
 

KC21 

KC22 

Student 
Toilets 

Staff 
Toilets 

Staff 
area 

Mezzanine Floor 

Reception  
and Facilities Office KC12 KC13 

Medical 
Room 

KCMEZZ 

 
 

Stairs to Second 
Floor 

Stairs 
 

Entrance 
 

Corridor 
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Young Street 
 

The second building is on Kensington High Street however its entrance is on Young Street. It is 
therefore referred to as “Young Street.”  If you cross High Street Kensington at the bottom of 
Old Court Place, turn right, and then take the first left on to Young Street, you will find the 
entrance just 20 meters down on the left-hand side, the next door down from Natwest. Opening 
hours for this building are 8am - 6pm on weekdays, and the building is also open on 
Saturdays from 9am - 5pm but closed on Sundays.  
 
                                                                                            
                             

 
  
  
  
 
 
 
 

 
 
 

  

Stairs 
 

 
 
 
 

YART 

Y23 Y22 
YGP 

 

YMUS 
Practice 
Room 

Fire Exit 

Y24 Corridor 

First Floor   

Stairs 
 

YART2 

Stairs  

Entrance 
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Y1LAB 

YLIB 
(Library) 
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Common Area 

Y11 

Middle School 
Office 
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Admin 
Office 

Staff 
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Stairs 
 

Y12 

  

Y13 Y14 
YS 

Staff room 

 
 

Mezzanine 

 

 

Corridor 



 24 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
  

Student 
Toilets Y3LAB 

Prep Room 

 
Y3LAB 

 

 
Stairs 

 

Fire Exit 
 

Medical 
Room 

Book  
cupboard Corridor 

Second Floor   

Our Building Entrances   

Young Street Old Court Place 

Turning off Kensington 
High Street onto Old 

Court Place, our OCP 
entrance is on the right 
near end of the road. 

Once you have turned into 
Young Street, just off the 

high street, walk past 
Natwest bank and our YS 

entrance is the first door on 
the left. 

Kensington Court 
(left door, up the stairs) 

Turning into Kensington 
Court, just off the high 

street by Aubaine, walk 
down the cobbled street 

and turn right before Cote 
restaurant. 
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Ashbourne employees will fall under at least one of three categories: Teachers, Admin or 
Senior Management.  
 
Hourly teachers  
Hourly teachers will be paid through our Claim Form Scheme where the hours worked are 
entered manually each month by the employee (please see Claim Form Section under 5.1 
Finance). Our hourly teachers receive Holiday pay, which totals to an additional 12.1% of their 
yearly earnings. This payment is made in two instalments over the months of July and August.  
 
(Please refer to the Sickness Pay section in your Employment contract to see how your pay is 
affected by absences). 
 
Hourly teachers are only required to be in college when they are scheduled to be teaching; but 
it is expected that they can provide support to students outside of class time via email.  
 
Yearly teachers 
Our Yearly employees are automatically paid the amount agreed in their Salary contract each 
month. We have full time and part time yearly teachers; however part-time contracts are less 
common.  
 
Yearly teachers are required to be in college from 8.30am to 6pm.  
 
Admin are considered either part time or full time staff. Part time employees are paid through 
claim forms and full time staff will be paid through a Salary contract.  
 
 
 
 
 
 
During the day-to-day communications between Staff regarding the different college terms, we 
refer to HT1, HT2, HT3, HT4 and HT5 as alternative to using seasonal terms. Below is a 
definition of these abbreviations: 
 
HT1 – Autumn Term Part 1 
HT2 – Autumn Term Part 2  
HT3 – Spring Term Part 1 
HT4 – Spring Term Part 2 
HT5 – Summer Term (No Half Term or Study Leave apart from Bank Holidays) 
 
 
 
 

5.1 Distinction between Yearly and Hourly Employees 
 

5  Important Definitions and Distinctions 

5.2 College Term References  
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6.2 Personal Tutoring    
 

 
History of Ashbourne  
Ashbourne’s Principal and Director, Mike Kirby, founded the college in 1981. The journey began 
with Mike tutoring individuals in his living room on Ashbourne Road, hence our naming. At that 
time Ashbourne specialised in Mathematics, the Sciences and Economics, while it now has 
excellent teaching provision and student numbers in 35 subjects. Now, the backbone of 
Ashbourne is our two-year A-level 
programme, with a smaller but expanding 
GCSE department. 
 
Ashbourne’s rising reputation has been 
accompanied by significant development both 
in student numbers and in the size and 
quality of its buildings. The single room 
occupied by Ashbourne in 1981 has evolved 
into seven floors, filled with state-of-the-art 
facilities. With dedicated teachers, many of 
which have taught at the college for  
over a decade, and a strong operations team, Ashbourne has since grown into one of London’s 
leading independent Sixth-form Colleges.  
 
Location 
Ashbourne is situated in one of the City’s most beautiful areas. Located a few hundred metres 
from Kensington Palace, it offers easy access to a myriad of the capital’s cultural attractions, 
nearby examples being: the Museum of Natural History, Imperial College, the Victoria and 
Albert Museum and the Royal Albert Hall. 
  
High Street Kensington Station is only 5 minutes away from the college. When leaving Old 
Court Place, turn right at the end of the road and when heading down the high street the station 
is on your left, next to Marks and Spencer’s. We are on the District and Circle Line, Eastbound 
going to Wimbledon and Westbound going to Edgware Road. We are also near to multiple bus 
stops along the high street that run central routes.  
 
  
 
 
Our Personal Tutoring scheme targets two primary areas of: student’s academic performance 
and personal development. Student performance can be broken down into two grades and 
University prospects. We also interweave aspects of personal development such as resilience 
training and pastoral support into our scheme. It is very important to Ashbourne that our 
students not only leave with a broadened academic horizon, but also feel emotionally and 
psychologically equipped to take on the next stage of their personal expansion.  
 

6.1 College Location and History   
 

6  About Ashbourne 
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Lee leads a team of Personal Tutors who act as the students’ guides, counselors and 
motivators. The Personal Tutor liaises between students, parents and teachers, providing both 
pastoral and academic care with a warm and accommodating personal approach. As part of our 
commitment to individual attention, each student in both Lower and Upper Sixth is allocated a 
Personal Tutor who is responsible for their academic and pastoral well being. The Personal 
Tutors include both the Director and Assistant Director of Studies.  The focus of the mentor 
sessions varies depending upon whether students are in Lower or the Upper Sixth, as outlined 
below: 
 
Year 12 Personal Tutoring 
Upon registration, students in the Lower Sixth are each allocated to a Personal Tutor group 
comprising of approximately 15-20 students. Each Y12 Personal Tutor group meets once a 
week with their Personal Tutor for a 2-hour session; during which, students have an opportunity 
to liaise with their tutor regarding academic progress, mock exam results, and any pastoral 
issues that may arise throughout the year. The Personal Tutors will then meet once a week with 
one another to discuss student progress. We offer a wide range of activities during Personal 
Tutoring sessions, including supervised study, career counselling, study skills workshops, CV 
writing workshops, exam writing technique and UCAS preparation. Particular emphasis is 
placed on planning and preparing for University applications at the beginning of the Upper Sixth 
year, and students start researching their course options. After Christmas, Y12 students begin 
compiling a University application portfolio including their list of choices and grade offers, and 
special “UCAS days” are arranged at the end of the Summer Term. During these days  
 Y12 students register on UCAS and complete drafts of their personal statements. Ashbourne 
looks to afford students the opportunity of a University visit each year, which has included trips 
to UCL, Imperial College, King’s College and LSE.  
 
Year 12 Personal Tutors for 2019/2020 are: Emily Browne, Chris Mutter, Harry Poole, Fran 
Burns, Sean Pillai, Amy Youngman and Sarah Thompson  
 
Y13 Personal Tutoring 
In Upper Sixth, the focus of the Personal Tutoring programme focuses on UCAS applications, 
and therefore students are allocated UCAS tutors who are selected on a more subject specific 
basis, in line with what subject courses students are applying for. The Head of Sixth Form and 
Director of Studies, Lee Kirby oversees this and is supported by the a team of Y13 Deputy 
Heads: Amy Youngman and Sean Pillai. Y13 students meet with their tutors to go over their 
UCAS applications as well as any submissions to overseas Universities. Nearing the time of 
UCAS submissions, sessions more frequently hone in on revising and polishing personal 
statements.  
 
General allocation of UCAS Tutors: 

Music – Piers Tattersall 
Social Sciences and Media - Dennis Fulcher  
Psychology – Sarah Thompson and Emily 
Browne 
Finance and Computing - Ruchi Agarwal  
Oxbridge - Chris Masters / Will Stockland 
Physics – Peter Stanton 
 

Mathematics and Physics – Mike Kirby 
Engineering – Sean Pillai 
Humanities – James Wykes 
History - Joanna Budden  
Medicine – Amy Youngman 
Languages – Alberto Lado Rey  
Practical Arts – Lawrie Quigley  
Business and Economics – Harry Poole 
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The Honour Roll  
This award is given to students who have portrayed "Asher" qualities throughout the year, and 
it’s primarily decided by the Personal Tutors. Students are not selected based purely on 
academic performance, but we also take into account their punctuality, attendance, Homework 
submissions, looking for the traits of hard work, positive attitude and helpfulness. We feel that 
this is a great opportunity to offer praise to students who may not normally be recognised, and 
to motivate them with positive feedback. The Honour Roll is published in HT2 and HT4 (see 
College Term References, subsection 5.3)  
 
The Revue  
The Revue is an annual event that takes place in 
December, showcasing the tremendous talent of 
Ashbourne’s multicultural student body. It involves 
Theatre, Dance, Music, a Fashion show and much 
more. Members of staff often get involved as well, 
making the evening even more enjoyable and it’s 
certainly a bonding experience for everyone 
involved.  
 
End of Year Awards  
This is a highly anticipated event held at the end of the academic year, exclusively for Y13 
students and staff members. The evening entails a series of speeches, prize givings, a sit down 
meal and dancing. It is a formal event and provides a wonderful opportunity to celebrate and 
reflect upon the students’ time at Ashbourne before they move on.  
 
European Trip  
Every year Ashbourne visits a major European city during the Spring half term in order to 
enhance appreciation of Europe’s heritage of Art, Architecture, Music and Drama. Ashbourne 
has taken a group of up to 30 students to a major European city every February half term since 
1990. Previous trips have included Barcelona, Amsterdam, Athens, Madrid and Rome. The trip 
is an extremely popular cultural experience and, like the Revue, it is a highlight of many 
students’ time at Ashbourne. It is an occasion for students to mix fun with learning, broadening 
their horizons and giving them a breathing space in February before the race to exams. It allows 
students to get to know each other better and to bond over shared experiences.  

The Staff Meal 
The staff meal is held in HT2 and it’s always a wonderful time for staff to get together and 
celebrate the end of term. This year our staff meal will be held on the last Friday of term at 1pm. 
The location is yet to be confirmed, but all staff will be notified by email.   
 
Staff Quiz  
Each year towards them end of HT4, before the Easter holidays, we hold a staff quiz at The 
Britannia pub. Sean Pillai will be in touch with you nearer the time to see if you want to put your 
knowledge to the test. 
 

6.3 Traditions and Events 
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Rounders/Netball Match 
At the start of the summer term (HT5) we have an annual Rounders or Netball match which 
staff of all abilities are more the welcome to take part in. This usually takes place in Hyde Park 
and is great excuse to wind down on a sunny afternoon in the park. Emily Brown will request 
your participation nearer the time. 
 
 
 
 
Activities 

Go Karting 
Staff vs. Student Go Karting is one of Ashbourne’s 
longest standing activities, and is very popular. 
Ashbourne’s Go Karting trips are an great social event 
for those with a sense of competition and adrenaline. 
Ashbourne on average takes around 20 students to 
Go Karting in addition to a few Staff Members, once a 
year.  
 
 

Laser Tag 
Laser Tag is another popular Ashbourne activity, 
allowing the Staff and Students to have fun with 
their competitive streaks.  Students and staff are 
mixed and separated into two teams. The players 
face each other in two 30-minute matches. It is one 
of our most popular events and it takes place once 
a year.  
 
Ice Skating and Winter Wonderland 
The Ice Skating trip traditionally takes place in December at the National History Museum or in 
Winter Wonderland. All skill levels are welcome, from total beginner to advanced skaters, with 
the hope that the steadier students will help those struggling to stay upright (in true Asher 
spirit!). After skating for about an hour, students will enjoy hot chocolate and seasonal treats 
before exploring the other Winter Wonderland attractions and stalls. 
 
 
Clubs 
Our college clubs provide an opportunity to create new bonds and emphasise a sense of 
teamwork that is integral to the values that we aim to instil here. Ashbourne’s focus is ultimately 
on securing good grades for students and helping them to realise their academic potential; 
however, our extra-curricular activities are also at the heart of the college’s sense of community. 
The following clubs are being offered this year and you are more than welcome to take part in 
them. If you would like to start your own club please talk to Maggie 
(maggie.rogers@ashbournecollege.co.uk)  
 

6.4 Clubs and Activities 
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Club Tutor Time and Day 

Badminton Club Hien Nguyen tbc 

Book club Elle Ryan tbc 

Choir Piers Tattersall Wednesday 1:00 - 1:40 pm 

Drama Club Daniel Kedge Tuesday evenings 

Drama Company Daniel Kedge Thursday evenings 

Drum Club Peter Franklyn Tue 1:10 - 1:50 pm and Thu 1:10 - 1:50 pm 

Economics club John Curran Wednesday 1 - 2 pm 

Fashion Show Arianwen Shoring Wednesday evenings 

Football Club Fabio Carpene Thursday 7 - 9 pm 

German Club Louise Forster Tuesday 1-2pm 

Greek & Latin Club George Chaldezos Wednesday 6 pm 

Italian Club Cristiana Bottigella Monday 1 - 2 pm 

Jazz Band Piers Tattersall Monday 6 - 8 pm 

Knitting club Louise Forster Wednesday 1 - 2 pm 

LGBTQ Marcus Loudon Tuesday 1 pm 

Netball Emily Browne tbc 

Printmaking Club Caterina Lewis 6 - 8 pm - day tbc 

United Nations Maggie Rogers tbc 

Work Experience Maggie Rogers Monday 1 - 2 pm 
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7.1 If you have a Query    
 

7.2 Lesson Protocols    
 

 

 
 
 
  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Registers  
Teachers are expected to complete their registers within the first five minutes of class. It is 
highly important that they are taken punctually to comply with our Health and Safety regulations 
and so that any late attendances are acknowledged fairly. We request that teachers should not 
leave their registers or database open and unattended when students are in the room. 
 

Subject 
queries such 
as curriculum 
changes and 
Exam boards. 

Subject 
books 

If you need 
more stock 
e.g. board 

pens  

Concern 
regarding 

fellow 
colleague or 

student   

You have a 
complaint, or feel 

uncomfortable 
regarding an 
Ashbourne 

circumstance   

 General 
department 

query 

Your Head of 
Faculty  

Line  
Manager  

Sharan 
Kandola 
Singh, 

based in YS 
reception 

New stock is 
available in 
the Bisley 
draw in the 
staff rooms 

Safeguarding 
Lead Fran 

Burns, or SG 
Officer  

Lee Kirby  

Your Line 
Manager, or if 
you do not feel 

comfortable 
disclosing it 
with them 

please address 
it with Director 
of Studies or 
Safeguarding 

Lead  

At Ashbourne, it is of the upmost importance that our employees feel confident and comfortable in the 
work place. Therefore we encourage staff members to ask whenever they are unsure, following the 
general guidelines below: 

7  Important Protocols 
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Lesson Plans 
We expect teachers to take an organised and proactive approach to thoughtful lesson planning, 
allocating time before term begins to ensure the correct curriculum content is relayed using 
effective strategies, at the correct pace. Each Lesson plans should outline a clear learning 
objective that can be tested at the end of the lesson. There should also be a form of testing 
students’ foundational and new acquired knowledge throughout the lesson, which should 
involve some time dedicated to independent work. Teachers are also expected to ensure 
students are aware of assessment objectives and therefore are able to reformulate their 
expanded knowledge in line with the expectations of the exam boards. 
 
Lesson Format 
Students are expected to be in the classroom and ready to work on the hour of their class time. 
A 10-minute break should commence after 50 minutes, during which students are expected to 
spend their time wisely, fetching water or visiting the bathroom if needed. They can spend their 
break times in or out of the classroom, and it’s only during this time period that they are 
permitted to use their mobile inside their lesson room. However when class recommences on 
the hour, they must turn their phones on silent, putting them away out of sight and reach. The 
class will then continue for another 50 minutes, finishing at 10 minutes to the next hour.  

Food and Drink in Class 
Students often go out of college during breaks, sometimes to buy food and drink as they are 
allowed to have hot and cold drinks during class. However there is a strict policy against 
bringing hot food into the college, and cold food should not be eaten during class time, unless 
its required under their individual health circumstances.  

Homework  
Prep should be set and received on a weekly basis, with a flexibility allowed depending on the 
size and time requirement for the task. Homework should be returned back to students with a 
mark and feedback within a week. Ashbourne tutors commonly use Google classroom to upload 
homework instructions.  
 
Late Slips  
If a student arrives to their lesson late, they should not be allowed to join the class until they 
have collected a late slip card from reception. On the student register they must be shown as 
late using option ‘L’.  
 
Reports 
Teachers write reports for their students four times a year: at the end of HT1, HT2, HT3 and 
HT4. This will include providing a current working grade, a target grade and towards the end of 
the year a predicted grade. Within the report teachers must reflect upon the student’s personal 
and academic progress within that particular subject, referring directly to their work ethic, quality 
of homework, punctuality, level of engagement and participation in class, as well as reflecting 
upon their Mock Grade result. The reports should be honest but encouraging, outlining areas to 
improve upon but also areas of accomplishment.  

Additionally, after their Mock Exams, Year 12 and Year 13 students will carry out a self-report 
analysing their result and outlining how they intend to improve and practically go about 
accomplishing these goals.   

Working Grade (WG) 
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The working grade is designed to give a parent an ‘at-a-glance’ idea of how the student is 
currently performing.  Based on evidence obtained from preps, coursework and tests, on the 
topics covered so far, the working grades are the grades that the subject teachers and Heads of 
Faculty judge are likely to be achieved at the end of this academic year by the pupil if they 
continue to work at the current level.  The working grade may go up and down throughout the 
year and should be the most important performance indicator for parents. 
 
It is important to note that, especially at an early stage in the course, we expect, the working 
grades to be below final grade achieved.  Data from ALIS and YELIS may be useful when listing 
initial working grades. 
 
Target Grade (TG) 
The target grades are not predicted grades but are based on what teachers believe a student 
should be aiming to achieve by the end of this academic year.  Target grades could and should 
change throughout the year and will normally be at least a grade higher than the working grade.  
ALIS and YELIS again can be used for target grades. 
 
Predicted Grade (PG) 
The predicted grade is what the teacher believes is the most likely final grade to be achieved by 
the pupil by the end of this academic year. This is a professional judgment.  It should not 
necessarily be based on the outcome of a single mock exam but should be a realistic prediction 
based on the relationship between teacher and student.  
 
A2 personal tutors will use the PG for UCAS purposes although they will be allowed flexibility to 
alter the predicted grade if, in their opinion, it is in the best interests of the student or the college 
to do so.  For example the PT may elevate the predicted grade by one grade (say from B to A) 
to ensure the student has a target to work towards, that they are made an offer to aspire to or to 
give them the opportunity of attending a more prestigious university.  The onus will be on the 
student to demonstrate they have earned this flexibility. With all grades the following should 
be noted: 
 
1) Each grade should reflect student performance in the whole subject and not just an individual 
unit, group or class.  This may require teachers to collaborate listing grades in order to avoid 
confusion for student and parents. 
 
2) The grades stated should reflect the year and level that the student is currently studying. 
Therefore year 12 grades should reflect performance, targets and predicted outcomes for year 
12 (AS) examinations and not their final A2 results. 
 
3) Past performance must be taken into consideration. In some cases a student may have 
scored very highly in previous examinations, but be struggling with one current unit or module.  
This is common in maths when a student has a high score from five of six units but is struggling 
in the sixth.   
 
E.g. a student has scored 480/500 for five units but is underperforming in the sixth.  A score of 
480 means that the student already has enough points for an A grade.  They should therefore 
not be predicted any grade lower than an A and their working grade should be A.  If the student 
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is underperforming in class, this can be reported through the report comment or to personal 
tutors.  
 

Individual tuition 
Ashbourne can provide extra tuition sessions during term time, Summer Holidays and Easter 
Holidays to accommodate the individual needs of our students. These sessions are arranged by 
our Head of Administration, Hien Nguyen, however if students wish to arrange individual tuition 
they must firstly consult the Director of Studies. Teachers are not permitted to arrange individual 
tuition with students without consulting the Director of Studies.  The college has no obligation to 
pay for sessions organised without the acknowledgment and consent from the Director of 
Studies. 
 
Our expectations in the classroom: 
1. Teachers must confidently and assertively address any students who breach classroom 

rules such as: inappropriate language, derogatory comments towards fellow pupils or 
teachers, use of mobile phone in class, eating in class, or possessing any banned 
substances on college premises such as alcohol or drugs.  

2. Teachers must provide a safe and nurturing environment within the classroom by treating all 
students with respect and providing the necessary attention required so that they are 
comfortable and confident with the material that is being covered.  

3. Teachers must ensure that all students are wearing their student ID badges at all times, 
both in the classroom and around the college. 

4. If a Teacher feels that a student is falling behind on their homework or classwork, they have 
permission to request that student to catch up the work in a free period. 

5. Teachers must not threaten/attempt to suspend or expel students; if a Teacher believes this 
is a necessary implication, they must notify the student’s Personal Tutor with a body of 
evidence and reasoning to support this belief. 

6. Teachers must not reprimand students physically unless it’s the only option through which 
they can protect the safety of themselves or others, and then only with reasonable and 
controlled force.  

7. Teachers must not contact students’ parents directly without consulting and receiving 
approved confirmation from their Personal Tutor.  

8. Teachers must not informally refer to inappropriate or sensitive subjects outside of the 
professional bounds of their Subject material.  

9. Teachers must not bring illegal substances onto the premises of Ashbourne, or have alcohol 
on their person at college outside of in house events where alcohol is provided.  

10. Teachers must not scrutinize, criticize or project personal opinions towards the personality, 
beliefs, religion or lifestyle of students in class.  

11. All members of staff are responsible for leaving rooms in a fit and proper state. Please be 
mindful of simple but effective practice including: cleaning the whiteboard at the end of a 
lesson, ensuring chairs are tucked under tables and all match in colour, replacing any moved 
furniture and removing any used mugs/drinking vessels when leaving the room.  

 
For further expansion upon our social and behavioural expectations, please refer to the Code of 
Conduct under the ‘Ashbourne Policies’ chapter of this Handbook. 
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Mock Exams 
 
Mock exams always take place during the penultimate week of term. They are in held in the 
classroom of the timetabled lesson, with the exception of HT4 Mock week. During this week all 
mock exams, excluding practical Art subjects, will take place in the location where the 
students will sit their official exams in the Summer. We see these examinations as a 
crucial step to help students prepare for the May and June examinations. During this week 
students will not have classes on Monday, Tuesday and Wednesday. **Please note that the 
dates of Mock Week 4 are not yet finalised and students will be updated accordingly. 
The dates for this upcoming academic year are as follows: 

Mock Week 1 - Week 6 – Monday 14th to Friday 18th October 2019 
Mock Week 2 - Week 13 – Monday 9th to Friday 13th December 2019 
Mock Week 3 - Week 19 – Monday 27th to Friday 31st January 2020 
Mock Week 4 - Week 24 – Monday 16th March to Wednesday 18th March 2020  
 
 
It is compulsory that any students who fail to complete their mocks on these dates must attend 
a Saturday session to sit their test, dates as follows:  
 
Mock Week 1 – Saturday 19th October 2019 
Mock Week 2 – Saturday 15th December 2019 
Mock Week 3 – Saturday 1st February 2020 
Mock Week 4 – Saturday 21st March 2020 
 
Official Examinations 
The official examination period consistently spans from late May to the end of June. During the 
run up to the final exams, teachers are asked and required to accommodate the increased 
intensity of support and attention required by students. This often involves an increase in 
homework and practise papers to mark, as well as setting aside to time dicuss issues and iron 
out misunderstandings face to face with students outside of class.  
 
Admin for Student Exam Entries 
The first stage of submitting students’ exam entries begins when teachers recieve a list of their 
Year 13 subject students, who have been allocated with the paper references they are expected 
to sit. Teachers must either confirm these details with a tick next to the candidate name, or use 
a cross to withdraw them from the paper allocated to them. This will then be sent back to the 
Official Examinations Officer, Hasan, who will process the information and at a later date, send 
out the official exam entry forms to teachers to fill out and distribute to their students. Teachers 
must please support students when filling out their forms by checking the exam paper 
references and other details are correct before handing them back to Hasan before the 
deadline.  
 

7.3 Exam and Mock Protocols   
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Internal End of Year 12 Examinations 
 
For certain AS Linear qualifications, our students will sit Ashbourne internal exams. These 
students will not be entered for the actual exams with the exam boards but will do question 
papers prepared by the subject teachers. 
We treat internal Year 12 examinations exactly the same as the official AS examinations. These 
exams are not mock exams and will be the student’s end of year grades, which will determine if 
they should continue with the subject and also their ability to progress to Year 13. Results 
of internal Year 12 examinations will also be used as a key determining factor for university 
predicted grades and therefore we require students to prepare for these examinations in the 
same way that they would an official AS examinations. 
  
Year 12 internal exams will take place at the exam hall at the exact same time and date set 
by the exam board for the official exams and will be administered by the Examinations Team 
(except for Art subjects).  
  
Teachers must moderate Year 12 internal exams as a department to ensure that marks are 
entirely in line with the band descriptions and assessment objectives prescribed by the exam 
board. Grades must reflect what students would get if these were real exams. 
 
Please see next page for Key dates in examination cycle 19/20. 
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DATE NOTES CATEGORY

30/06/2019
On-line issue of final June 2020 exam timetable 
(available on awarding body websites)

Examinations

13/09/2019 Specifications for academic year 2019/20 to be 
confirmed with teachers and HOFs

Examinations

23/09/2019 List of potential MFL candidates to be 
confirmed with Head of Languages Faculty 
(Alberto) & Timetables Team

Examinations

16/09/2019 General Information about University 
Admissions Tests (UATs) to be sent to students 
and teachers

Examinations

19/09/2019 Final date for requesting standard Remark, 
Late Cash-in and other results enquiries - June 
2019 exams

Examinations

26/09/2019 Final date for requesting Exam Scripts to 
support teaching and learning - June 2019

Examinations

25/09/2019 List of Candidates for UATs is confirmed by 
UCAS Tutors and Director of Studies

Examinations

23/09/2019 List of potential IELTS/GCSE English 
Language/GCSE Maths to be confirmed with 
Personal Tutors and Timetables Team

Examinations

10/10/2019 Final date for submitting estimated entries Examinations
01/10/2019 Standard entries closing date for all UATs 

except STEP and LNAT
Examinations

30/10/2019 All University Admissions Tests take place
except STEP and LNAT

Examinations

07/11/2019 Certificates for June 2019 series to be issued Examinations
22/11/2019 Results for all University Admissions Tests are 

released
Examinations

29/11/2019 Deadline for enquiring University Admissions 
Tests results

Examinations

17/01/2020 Last date for teachers to check and confirm 
Summer 2020 exam entries with Exams Officer

Examinations

20/01/2020 Internal Summer 2020statement of entry to be 
released to students and parents for 
confirmation

Examinations

13/01/2020 Internal Summer 2020 statement of entry by 
subject to be released to teachers to confirm

Examinations

07/02/2020 Deadline for Form 8, Evidence of Needs and 
other Access Arrangements documents to be 
completed - for September-start students

Examinations
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14/02/2020 Last date for entry amendment without penalty 
(internal deadline)

Examinations

21/02/2020 Deadline for June 2020  exam entries - 
Standard Entry Fees

Examinations

21/02/2020 Deadline for submitting Access Arrangement 
Online applications

Examinations

24/02/2020 Students and Teachers to receive HT4 mock 
exam timetable

Examinations

28/02/2020 Deadline for teachers to return HT4 mock 
question papers

Examinations

16/03/2020 First day of HT4 mock examinations Examinations

16/03/2020 Second day of HT4 mock examinations Examinations

16/03/2020 Final day of HT4 mock examinations Examinations

21/03/2020 First date for exam boards to apply very late 
entry fee

Examinations

28/02/2020 Provisional exam timetables for Summer 2021 
published on exam board websites

Examinations

20/04/2020 Students and Teachers to receive Summer 
2020 Exam Timetables

Examinations

24/04/2020 Teachers to return NEA internally assessed 
marks and student works to Examinations 
Team

Examinations

27/04/2020 Internally assessed marks are released to 
students

Examinations

30/04/2020 Deadline for students to appeal internally 
assessed marks

Examinations

07/05/2020 GCSE - Deadline for AQA to receive internally-
assessed marks for Summer 2020 NEAs
except for Art and Design

Examinations

15/05/2020 AS/A-level - Deadline for AQA to receive 
internally-assessed marks for Summer 2020 
NEAs
except for Art and Design

Examinations

11/05/2020 First date of Summer 2020 examinations Examinations
31/05/2020 A-level & GCSE Art & Design - Deadline for 

AQA to receive internally-assessed marks for 
Summer 2020

Examinations

18/06/2020 Last day of GCSE Summer 2020 examinations Examinations
23/06/2020 Last day of AS/A-Level Summer 2020 

examinations
Examinations
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30/06/2020 Final exam timetables for Summer 2021 
published

Examinations

01/07/2020 Deadline for Special Consideration applications 
for Summer 2020 exams

Examinations

24/06/2020 Deadline for students and parents to submit 
Special Consideration Questionnaire and 
supporting evidence to Examinations Team

Examinations

31/07/2020 Applicants to be informed of outcome of 
Special Consideration

Examinations

12/08/2020 AS/A-level results for Summer 2020 available 
to the college

Examinations

13/08/2020 AS/A-level results for Summer 2020 to be 
released to students

Examinations

19/08/2020 GCSE results for Summer 2020 available to the 
college

Examinations

20/08/2020 GCSE results for Summer 2020 to be released 
to students

Examinations
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Staff Absences 
 
Operations Team 
If you are ill or have to take time off urgently, it is crucial that you call or email your line manager 
immediately, who will log it in for you. If you know in advance that you cannot make a particular 
day, please let them know two weeks ahead of time so cover can be arranged.   
 
Teachers 
If you need to take a day off, please inform the Attendance Officer as soon as you possibly can 
by phoning directly, or sending an email. If you are a teacher, it is even more important as this 
ensures cover can be arranged in good time so that the students’ progress is not compromised 
by your absence. You will need to organise cover work for your classes which must be 
emailed to the Sharan Kandola-Singh (sharan.kandola-singh@ashbournecollege.co.uk), 
or handed to her in person if the absence is known about in advance.  
 
Holidays 
No member of staff is allowed to take holiday during term time. Operations team will work 
during the holidays, and must request the weeks they want off to their line manager.  They are 
also required to work during half term and summer.  
 
Sickness Policy 
 
Sick pay 
Subject to the provisions of this policy and provided you comply with the notification 
requirements, if you are unable to work because you are ill you will be entitled to receive sick 
pay in accordance with the Statutory Sick Pay scheme. To understand more about the Statutory 
Sick Pay please refer to the Sickness Policy in the Employment Manual.  
 
Notification 
Should you be absent on account of illness, injury or other disability you must advise the 
Director of Studies or Assistant Directors of Studies as soon as possible and by no later than 
9.00 am on the first day of absence giving the reason for your absence and its likely duration.  
Thereafter you are required to keep the College regularly updated. 
 
Cover Work Policy 
1. The work must be clearly explained to the cover tutor, who may not be a teacher in the 

relevant subject. 
2. The work must last for the full two-hour lesson, ideally with a provision for homework. 
3. The work must not be something that the students are incapable of completing. If you set 

something deliberately challenging for them, please ensure that there is a backup task 
available. 

4. The work must be relevant to the course, and not just something to occupy the students for 
the duration of the lesson.  

 

7.4 Attendance and Arranging Cover 
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7.5 Wearing your Lanyard  
 

Please also specify whether you want the work collected at the end of the lesson, or whether 
you are happy for the students to just bring it in when they next see you. 
 
Please note that while we will always endeavour to cover the classes, if there are no teachers 
available at that time then we will give the work to the students and cancel the class. This is a 
last resort but the only feasible alternative when several absences coincide.  
 
 
 
 
 
Colour coding: 

• All members of Ashbourne Staff wear a Black Lanyard 
• All Ashbourne A level Students wear a Blue Lanyard 
• All Ashbourne Students under the age of 16 wear a Purple Lanyard 
• All Ashbourne Visitors wear a Red Lanyard 

 
It is a guiding principle of law that the protection and welfare of the child are always paramount. 
All students have an equal right to a safe environment to learn in regardless of age, gender, 
ability, culture, socioeconomic status, race, language, religion or sexual identity.  
 
The Ashbourne College Lanyard / ID policy and the guidelines below fully supports the 
implementation of the Safeguarding and Child Protection policy. Ashbourne College is 
committed to safeguarding its staff, students and visitors. For this reason every person on the 
college site is expected to wear their lanyard with an identity card at all times.  
 
Students  

• The ID card and lanyard should be treated as part of the school uniform  
• The ID lanyards must be worn around the neck, on the front of the body, on the 

outermost clothing and properly display a current Ashbourne College ID card. Student 
cardholders are BLACK, the lanyards are BLUE and read ASHBOURNE COLLEGE. 

• The college provides every student a college lanyard and ID free of charge when they 
join the school.  

• It is the student’s responsibility to immediately report their ID card as lost or damaged 
and to replace it promptly. Students will be charged for a replacement. The ID card and 
lanyard will cost £5. Students agree to this as part of their student contract.  

• Should a student forget their lanyard, a replacement lanyard will need to be obtained 
from reception in return for a deposit (oyster card, bank card). The student must return 
the replacement lanyard at the end of the day and will have their deposit returned.  

• In the classroom, there may be situations, where a teacher allows students to remove 
their ID lanyards temporarily to complete a classroom activity (i.e. P.E., science lab, 
drama etc.)  

• ID cards and lanyards are school property; they must be returned when no longer 
required.  

• Students who are under the age of 16, as of 1st September at the start of the academic 
year will be in a PURPLE lanyard, this identifies those students who are of compulsory 
school age.  
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Staff 
• The ID lanyards must be worn around the neck, on the front of the body, on the 

outermost clothing and properly display a current Ashbourne College ID card. Staff 
cardholders are BLACK, the lanyards are BLACK and read ASHBOURNE COLLEGE. 

• The college provides every member of staff with a college lanyard and ID free of charge 
when they join the school.  

• It is the staff’s responsibility to immediately report their ID card as lost or damaged and 
to replace it promptly. 

• Should a staff member forget their lanyard, a replacement lanyard will need to be 
obtained from reception and returned at the end of the college day. 

 
Visitors 

• All visitors must be signed in and given a visitors lanyard on arrival and this must be 
worn around the neck, on the front of the body on the outermost clothing and properly 
display the Ashbourne College visitor ID card. Staff cardholders are BLACK, the 
lanyards are RED and read ASHBOURNE COLLEGE. 

• A visitor wearing a RED lanyard should not be left unaccompanied on site at any time 
and should always be accompanied by a member of staff wearing a BLACK staff 
lanyard.  

• Visitors must return the lanyard to reception and will subsequently be signed out from 
the college premise.  

 
Supplementary reasons for wearing ID / Lanyard 

• The college has worked hard to secure the site from unwanted outsiders. The ID card / 
lanyard allows staff to notice at a glance that students are registered as part of the 
Ashbourne community.  

• Staff lanyards (black) and visitor lanyards (red) also help students and staff to notice at a 
glance if there is a stranger / member of the public on site without permission. 

• Students and staff should immediately report anyone on site that they see NOT wearing 
a lanyard to reception on premise.  

• If a student or staff member notices a visitor wearing a RED lanyard who is not 
accompanied by a member of staff wearing a BLACK lanyard, they must report this 
immediately to the reception on the premise.  
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7.7 Booking Student Trips     

 
 
 
 
Claim Forms                                        
 
On the second week of every month, Ruggero, our Finance Officer sends an electronic form via 
email, which staff members are expected to complete and return to her by the given deadline 
that month. Part-time staff and full time staff who work overtime are currently required to submit 
stating the number of hours they taught each month.  
 
If you miss the deadline, your monthly payment will be calculated based on your timetable. 
Claiming is very important for both consistency and stopping queries. If you have any additional 
questions concerning claim forms, please refer to the employment manual, or email Ruggero 
(ruggero@ashbournecollege.co.uk).   
 
Pension Scheme 
Employees are added to the pension scheme after enrolling with Ashbourne for three months. 
The percentage contribution is dependent on how long they have been employed by the 
college, and is assessed on their monthly earnings. If an employee’s monthly earnings fall 
below £833 per month then no pension contributions are made. Please email Ruggero if you 
would like further information.            
  
Child Care vouchers 
This programme is to support members of staff who become parents. If you are interested in 
this scheme, please talk to Ruggero who will provide more information.  
 
Expenses 
We acknowledge that there may be scenarios where expenses are necessary, such as travel. If 
you wish to claim expenses, please request a form via email from Ruggero after conferring with 
your line manager. If you are unsure as to which expenses are illegible, please refer to the 
employment manual.  Reimbursements must be agreed in advance with Director of Studies.  
Receipts must be retained for any expenditure and submitted to the Ruggero. In the case of 
submitting multiple receipts, please use a printed Excel spread sheet to summarise the 
expenditure.  Reimbursements may take up to two weeks to process.  If you have submitted a 
claim form and are awaiting expenses, please do not contact Ruggero until two full weeks have 
elapsed.  
 
 
 
 
 
Ashbourne is idyllically located in Central London for easy access to some of the best 
museums, galleries, exhibitions and shows in the UK and Europe. Teachers are encouraged to 
incorporate visits and trips in their scheme of work.  In subjects such as Drama, Theatre Studies 
and Biology, fieldwork trips may be essential components of the course.   
 
 

7.6 Finance 
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Day Trips Policy  
At Ashbourne we want to encourage all teachers to take their students on various educational 
activities in order to support their learning. However at the same time we would like to minimise 
the amount of trips that take place during the day and cause students to miss other classes. 
This is to avoid disrupting their learning as much as possible. It is therefore 
Ashbourne policy that each subject is allowed one trip per term that takes place during the day. 
Other trips should be taken after school or during half terms.  
 
When reading the below guidelines, please note that all forms referred to are Google forms. 
The Activities Coordinator, Maggie, will provide you with links to these forms at the beginning of 
each year and you should save them for reference throughout the year. 
 
Requesting Trips  
All teachers should endeavour to request their trips for the upcoming academic year by the end 
of the previous year. That is to say, all trips for the upcoming school year should be requested 
by the end of May in the previous year. In order to request a trip in this way, you will need to fill 
out the Ashbourne Event Activity Trip (Form 1) Approval Request form for each trip you wish 
to take. Maggie will then gain approval for the trips with an official confirmation.  
 
In the Trip Request Form there is also a section regarding booking tickets. The Activities 
Coordinator will assist with booking tickets as long as the relevant information is provided in the 
form - where to book them (e.g. a link to the page), how many to book, entry times (if 
necessary) and the overall cost. We also of course understand that from time to time, a trip may 
crop up at more short notice that you wish to take your students on - an exhibition, for example, 
or a screening of a film. Should this occur, you should complete the Trip Request Form at 
least 3 weeks in advance of the date of the event.  
 
The Activities Coordinator will then again gain approval for the trip and come back to you with a 
confirmation. Until you have received confirmation you should be aware that your trip has not 
necessarily been approved and you should not attempt to complete the risk assessment until 
you have heard back. This process will not delay you completing the risk assessment in good 
time.  
 
Risk Assessments 
Once you receive confirmation for the trip, you should complete the Schedule/Itinerary and 
Risk Assessment (Form 2) at least 2 weeks before the trip. The sooner this is completed the 
better, but if the Activities and Events Officer has not received it two weeks before the trip, it will 
not be allowed to go ahead. 
 
It is important to note that the risk assessment cannot be used as a way of requesting a trip. It 
should be filled out only once approval has been given. 
 
On the Day of the Trip 
On the day of the trip, you have a responsibility to take the following items with you: 

1. First Aid Kit 
2. Ashbourne Mobile Phone 
3. List of Students with Emergency contact Phone Numbers 
4. Schedule/Itinerary and Risk Assessment (Form 2) 
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These items can be collected from the Activities and Events Officer, Maggie, in Old Court Place. 
You can collect them on the day of the trip, or beforehand. It is also your responsibility to ensure 
that all of the students have the mobile number of the phone that you are taking. This is written 
on the back of the phone. 
 
After the Trip 
After the trip, you will need to fill in the evaluation form. This must be completed no later than 1 
week after the trip. Failure to complete the evaluation form on time will mean that your 
subsequent trips are placed under review, and requested ad hoc trips may not be approved. 
The evaluation form is an OFSTED requirement, and something that they look at very closely. It 
therefore needs to be completed with as much detail as possible. 
 
Trips Abroad  
The college also does trips abroad. The image on the right was taken during a Biology Field trip 
to Portugal a few years ago.   

Insurance  
There shall be appropriate insurance cover in place for each Educational Visit which should 
include, but is not restricted to, employer’s liability insurance, public liability insurance and 
personal accident insurance.   
 
The Activities and Events Officer should consider whether 
the whole of the Educational Visit is covered by the 
school’s existing insurances.  If not, the Activities and 
Events Officer should consider whether separate travel 
insurance is recommended for the Educational Visit and, if 
so, arrange such insurance.  
 
Parents should be informed of the insurance 
arrangements made by the school in clear terms.  They 
should be told which insurances are arranged by the 
school and which are arranged and payable by parents – 
and also of any insurances that have not been verified, for 
example, host parents abroad.  
 
Parents should be told that if they require cover for specific events (for example repatriation to 
somewhere other than the United Kingdom) they must make their own arrangements. Parents 
should be informed that the school cannot accept liability for the failure of insurance for reasons 
beyond the control of the School or where the school has made reasonable enquiries and 
exercised reasonable care. 

 
Educational Visits Outside the UK 
Care should be taken over selection of the supplier of transport and accommodation and only 
firms with ABTA membership should be used. The Activities and Events Officer will ensure that 
each pupil has his or her passport and necessary visas and other travel documents before 
embarking on an Educational Visit outside the UK. If possible one of the supervisors should be 
able to speak and read the language of the country visited, or at the very least be able to hold a 
basic conversation and know what to say in an emergency.  
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7.8 Staff Personal Development     

 
It is advisable for students to carry a note in the relevant foreign language in case they get lost 
asking the reader to reunite them with the group and/or take them to the police station. They 
should also carry the Group Leader’s name and contact number.  
 
The Group Leader must ensure that each pupil knows: that they may not bring into or take out 
of the United Kingdom:  animals, insects, vegetable matter, flick knifes, real or imitation firearms 
or other prohibited items; all similar rules that apply on arrival in and leaving any country being 
visited; that children under 17 are not entitled to duty free allowances; that any pupil bitten by an 
animal must seek medical treatment immediately. 
Each pupil attending a visit in another EU member state should have a European Health 
Insurance Card (EHIC).  This can be applied for online, by telephone or by post and is 
obtainable free of charge.  See www.ehic.org.uk <http://www.ehic.org.uk>  
 
  

 
 

Appraisals 
Appraisals are given to all members of staff at the end of each academic year, usually around 
May. They are a way to review progress, to know better what is being taught in classrooms and 
how it is being delivered, to suggest and recommend more diverse and improved teaching 
practices, to see what types of resources teachers are using, to allow our teachers to share 
ideas and practices with each other, and to find out how much staff know about their job 
description and what is required of them by law and by us.  
 
The employees line managers do the appraisals; for example, different administration 
departments will report to their line managers for their appraisal, and teachers would go to their 
Head of Faculty (James). These line managers and Head of Faculty would go to Lee, the 
Director of Studies, for their appraisals.  
 
In the end, all staff will be given a summary of their appraisal highlighting strengths, areas for 
improvement and suggestions. 
 
Self-Appraisal Form  
A standard appraisal involves the teacher, or operations staff, filling in a self-appraisal form 
which includes questions like what ‘do you consider to be the most important aspect of your 
job’, ‘what do you think are your main achievements in the past 6/12 months’. Furthermore, it 
questions the relationship the staff member has with both their line manager, and the operations 
team. It causes the employee to reflect inwardly on strengths and weaknesses, and what their 
objectives should be for the next academic year. Finally, it poses the question of ‘what changes 
would you like to see in Ashbourne as a whole?’ 
 
‘How I Teach’ Form 
Teachers are also required to fill in a ‘How I Teach’ form, describing their teaching techniques, 
with reference to a lesson when that technique worked particularly well. They are also required 
to show examples of hand-outs they have used, homework set, and information on how they 
organize their classes.  
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Lesson Observation 
Appraisals for teachers require an observation of one of their lessons. Teachers are asked to 
plan and prepare a lesson and behave as if being observed by an Ofsted inspector. They are 
also asked to show samples of their students’ notes (please ask the highest and lowest 
achieving student to bring their work to the lesson). During this lesson, the observer looks at 
aspects such as the energy and enthusiasm of the teacher, their authority and discipline, their 
interaction in class, how well they involve all students equally and their knowledge of the subject 
they’re teaching.  
 
Follow-Up Meeting  
After forms have been completed and lessons have been observed, there will be a follow up 
meeting to discuss and review everything. During this meeting, the line manager will discuss the 
‘self-appraisal’ and ‘how I teach’ forms, bringing light to any particular concerns or 
recommendations they have and discussing any training needs or requirements.   
 
Staff Training  
Ashbourne is committed to the continued personal development of all our Staff and their ability 
to help students achieve the highest grade possible. This requires tutors to be flexible in their 
approach, to implement good practice in their classrooms and share this among colleagues.  

The educational landscape is ever changing with updates and innovation prompted by 
government legislation, Ofsted, as well as changes from exam boards, technology, and 
research in Higher Education. Ashbourne therefore intends to implement this policy that its 
tutors attend at least one CPD training event per academic year. We have a substantial 
budget to allow for these important training courses. Although one training course is a 
requirement, this is by no means the maximum.  

In most cases, tutors will select an appropriate training course for themselves. Or else, in some 
instances, the senior management team may recommend courses they feel are appropriate or 
necessary. There is no obligation to attend one specific training course in particular, however 
there is the obligation to attend at least one. For example, there are courses for training on 
leadership management, Ofsted behaviour, as well as options more subject specific.  

For any pre-booked course, tutors will be reminded a week in advance about their training 
course. In the event that a training course is running at the time of a scheduled class, an 
appropriate cover will be provided.  

Travel expenses will not be remunerated unless under exceptional circumstances. For courses 
booked on a day where the tutor has no scheduled classes at Ashbourne, the hours spent on 
the course may be remunerated. Senior members of staff and Heads of Faculty/Department 
may be invited to share their training outcomes with colleagues in small groups and all tutors 
will be required to fill out a brief feedback form on completion of every training course. Please 
ask the Senior Office Manager for form.  

Any training costing more than £250.00 (VAT inc.) needs to be approved by Mike. There is 
nothing innately wrong with such courses but our budget is limited so we need to exercise 
caution. If you are interested in receiving training on a particular topic but have difficulties 
finding a cost-effective option, we recommend starting with your subject's exam board or visiting 
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the ISA (Independent Schools Association) website. Please contact our Finance Officer, 
Ruggero, if you have any questions. 

Salaries  
Queries about salaries are of course taken very seriously. If a member of Staff has any 
concerns about this, they should take it up with their line manager. If not, however, then the 
salary remains the same until reviewed usually between May and June, at the end of each 
academic year. During this time, any changes or promotions considered for the next academic 
year will be authorised.  
 
 
 
 
Staff Room  
Our staff rooms are equipped with coffee machines, comfortable seating areas and desktops in 
order to provide a relaxing but supportive work environment. Ashbourne offers an array of 
complimentary fresh fruit each week in every Staff Room, whilst we ask Staff to be considerate 
to others by helping themselves in moderation. Ashbourne inputs a consistent effort to make the 
Staff rooms as effective and accommodating to Teachers’ needs as we can, so please let us 
know if there are suggestions you have on how we could improve.    

 
Restaurant Discounts  
Ashbourne currently has Staff discounts secured at the High Street Kensington Branches of: 

Ranoush 20% 

Wagamama 20%  

Byron Burger 20% 

Nando's 20% (up to £20) 

Spaghetti House 20% 

When using any discounts, you must please present your Ashbourne Staff ID card. Our efforts 
to secure restaurant deals for Staff are ongoing and so will keep you updated as to when new 
offers become available.  

  
Staff Trips  
We welcome all members of the team to the annual staff Christmas meal, which is held at the 
end of HT2. Additional opportunities, such as the End of Year Awards and Art Events in the 
spring, invite Staff members to enjoy themselves in a relaxing and social atmosphere. Our Staff 
are always encouraged to attend recreational student trips, including bowling, ice-skating and 
Go Karting as they can act as informal team bonding events.  

 

 

 

 

7.9 Ensuring Staff Welfare  
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All new staff and students are given a health and safety tour as part of their induction to 
Ashbourne. This includes being shown through all evacuation routes and fire escapes, in order 
that staff and students are familiar with the escape routes in the event of an evacuation. Please 
see  

Health and Safety Officers  
The Principal of the college, Mike Kirby, bears the legal responsibility for all matters of health, 
safety and welfare within the college and ensures statutory requirements are met and 
appropriate standards applied through specialist college officers.  
 
Mike delegates the day-to-day running of health and safety to the Health and Safety Officer, 
Lee Kirby. The Health and Safety Officer is supported by Deputy Health and Safety Officers, 
Fabio Carpene and Marcus Loudon. The Health and Safety Officer also works closely with the 
DSL and other staff to ensure that the Health and Safety practices of Ashbourne are in line with 
this policy and government regulation.   
 
There are half termly meetings between the Health and Safety Officer and Deputy Health and 
Safety Officers in order that health and safety is consistently monitored and considered.   
 
Supervision of Students  
The majority of students at Ashbourne College are over 16 years of age.  However particularly 
in the Middle School, we have students of compulsory school age. Students of this age group 
must be supervised at all times and cannot leave the premises for any purpose without 
the express, written permission, in advance from their parents or guardians. Staff 
members are responsible for supervising the students across the street from Young Street to 
Old Court Place when necessary. Under 16s may not cross the road unsupervised.  
 
Evacuation Procedure 
Almost all full time staff at Ashbourne College are fire marshals and have received specialised 
training, tailored to the premises. This training, amongst other things, educates marshals on 
conducting an effective sweep of the premises. Fire marshals also have the duty of contacting 
emergency services immediately on 999, of making sure registers are deployed to all 
administrators email accounts, of taking a roll call, and notifying all if it is safe to re-enter the 
school. Each building has a designated Lead Fire Marshals which are as follows:  
 

Old Court Place Young Street Kensington Court 

1. Georgina Prichard 1. Sharan Kandola-Singh 1. Fabio Carpene 

 
 

8 Ashbourne Policies 
 

 8.1 Health and Safety  
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Ashbourne College does not expect or encourage fire marshals or any other member of 
staff to tackle a blaze. Our first and only priority is the safe evacuation of all staff, 
students and visitors.  

The alarm system will go off when smoke or heat triggers the detectors, notifying Ashbourne 
College staff of the location on our fire panel. If you discover a fire, gas leak, chemical spillage 
or anything that requires immediate evacuation of the building, please raise the alarm 
immediately by operating the nearest break glass call point. If you hear the fire alarm, 
immediately leave the building using the nearest available fire exit and report to the designated 
assembly point.  

Critical Incident(s)  
A Critical Incident is a sudden or unexpected single incident or a sequence of incidents that 
cause, or are likely to result in injury, harm or illness to pupils, staff, or anyone else affected by 
the college’s activities, or damage to college property or reputation. Examples of Critical 
Incidents may include, but are not restricted to; an accident, injury, illness or death of a 
pupil, staff member or anyone else affected by the college’s activities. For more 
information on what classifies a critical incident, please refer to the critical incidents policy.  

For the avoidance of doubt every complaint of or suspicion of abuse (whether by an adult or 
another pupil) will be taken seriously and will be dealt with under the terms of the college’s Child 
Protection Policy and not under the terms of this Policy.  
 
Student E-Safety Policy  
All staff must safeguard and promote the welfare of students by preventing “cyber bullying” and 
other forms of abuse, in order to ensure that students use technology safely and securely.   
Cyber bullying is the misuse of digital technologies or communications to bully a person 
or a group, typically through messages or actions that are threatening and/or intended to 
cause offence, anxiety or humiliation. This includes abusive comments, and rumours, 
sharing pictures, videos or personal information without the consent of the owner, and hacking 
into someone’s email, phone or online profiles to extract personal information.  The Principal 
has authorised the Director of Studies to apply any sanction appropriate and proportionate to 
the breach including, in the most serious cases, expulsion. Other sanctions might include: 
increased monitoring procedures, detention and withdrawal of privileges, and confiscation of 
electronic equipment.  

Protocols of the Reception Team 
The Reception team are often in contact with non-Ashbourne personnel that might include 
external companies, delivery drivers, prospective students and family etc. In the instance a non-
Ashbourne person, or student who has been suspended from the premises, enters the property 
and refuses to adhere to school policy (sign in, supply identification or listen to reception staff) 
reception staff must take control of the situation, without putting themselves in a position where 
they feel vulnerable or threatened. Ashbourne is committed to ensuring staff are educated and 
trained in personal safety at work, including how to prevent confrontations escalating and 
becoming aggressive or violent. They are also taught how to call for back-up in a subtle way 
that doesn’t provoke unwanted confrontation, using a pre-agreed system. Please look into the 
policies so you are aware of what this system entails. If the intruder becomes violent upon 
confrontation and seems that they could pose a real physical threat, a lockdown should 
be implemented.  



 51 

Administrators are also responsible for ensuring fire marshal certificates have not expired and 
keeping the certificates up to date, for implementing a fire marshal system is in place at the 
reception of all 3 premises and ensuring the fire alarm system is tested weekly (Friday at 
11.15am) at Old Court Place, weekly (Monday at 10.00am) at Young Street and weekly (Friday 
8:30am) at Kensington Court to verify the system is operational. This is recorded in fire a 
logbook which is stored in Kensington Court by the Facilities Team.  
 
Fire Policy   
The Fire Safety Policy exists to provide a safe working environment and working practices for 
its employees and students in their care. It ensures that activities are conducted on safe 
premise, and risks are reduced. The aims of the fire policy include; to safeguard all personnel, 
including visitors, from death or injury in the event of a fire or associated explosion, to ensure 
effective liaison with the local Fire Authority where appropriate, to conduct regular fire 
evacuation drills and testing of emergency equipment, to provide and maintain in working order 
the alarm system or other means of giving warning in case of fire, to provide appropriate 
instructions and training, where appropriate, for all persons, including contractors, on the 
actions to be taken in the event of fire. For more information please refer to the policy.  

	
It is the duty of the Health and Safety Officers, (previously stated),	 to ensure that employees, 
visitors, contractors and others comply with the arrangements made to control risk from fire 
hazards. Employees and pupils recognise that the College does not expect them to fight fire.  
 
Extinguishers and blankets and the necessary training are provided only for aiding in the 
escape from the premises on fire. In extreme circumstances, those members of staff trained in 
fire extinguisher use and with delegated fire safety responsibilities may choose to tackle small 
fires to save life or property. All others must act in accordance with the posted fire safety 
procedures and evacuate the premises immediately. For more information on fire extinguishers, 
alarm system checks, and fire marshal certificates please refer to the Fire Policy document.  
 
Lockdown Policy  
Ashbourne College implements this policy as a reactive procedure in the unlikely occurrence 
the school needs to be shut down and made inaccessible from the outside or evacuated 
completely, ensuring the safety of all pupils and staff. 
 
Lockdown procedures may be activated in response to any number of situations, but some of 
the more typical might be a reported incident / civil disturbance in the local community (with the 
potential to pose a risk to staff and pupils in the school); an intruder on the college site (with the 
potential to pose a risk to staff and pupils); a warning being received regarding a risk locally, of 
air pollution (smoke plume, gas cloud etc.) a major fire in the vicinity of the college or the close 
proximity of a dangerous animal roaming loose. 

If an emergency occurs during the day, to raise the alarm call the main number 020 7937 
3858 or 221 internally and ask them to contact the relevant reception to trigger the lockdown 
alarm which sounds different to our fire alarm bell. It can be heard by following the link below: 

Ashbourne College Lockdown Alarm 
Lockdown Drills are held once a year at each premise in the first term. They comprise of an 
alarm test and a complete lockdown of the school. Lockdown drills are logged and followed by a 
meeting between the Health and Safety Officer and Deputy Health and Safety Officers. 
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Lockdown Marshals have received internal training with regards to procedures in the event of a 
Lockdown. At each building there are three designated Lead Lockdown Marshals. The Lead 
Lockdown Marshals for each premise are the same people as the Lead Fire Marshals (see 
table above).  
 
Responsibilities in the Event of a Lock-Down  
Staff 
Staff should close and lower all the blinds, and ask students to sit under the desks or out of 
sight of windows and doors. It is then their responsibility to keep students calm, and call any 
students hanging around in the corridor, immediately into a room. You then need to barricade 
the door with furniture. Staff and pupils must remain in lockdown until a senior member of staff, 
lockdown marshal, or emergency services has lifted it.  
 
Lockdown Marshals 
Lockdown Marshals have the responsibility of bringing students outside of the school buildings 
inside as quickly as possible. It is also important to ensure those inside the college remain in 
their rooms. The lockdown marshals also have a duty to check corridors, check that all internal 
doors are locked, and external doors if it is possible and safe to do so. All agreed lines of 
communication remain open, and if necessary, parents will be notified as soon as it is 
practicable to do so via Parent Portal or email. Students, however, cannot be released to 
parents during the lockdown. In the event of a lockdown evacuation normal evacuation 
procedures apply, unless otherwise instructed by the Police or a Lead Lockdown Marshal. 
 
A debrief meeting is held after each Lockdown drill/evacuation with the Lockdown Marshals and 
an email is sent to all staff summarising. This meeting may also lead to a discussion held with 
members of the Ashbourne community that didn’t follow the procedures of an evacuation and 
notes of this meeting stored in the Meetings database. 

For more information on any of these aspects, please refer to the Health and Safety Policies.   

 

 

 
Communication with Students  
Teachers may wish to give out personal information to students such as their home or mobile 
telephone number or their email addresses.  This is entirely at the discretion of the individual 
teacher, however such correspondence should be restricted to send and receiving of 
homework, lesson notes or coursework and giving and receiving advice on assignments.  
Please do not correspond with a student regarding any other matter and treat any 
correspondence received from a student in this way as ‘unofficial’ until confirmed by the 
College.  For example, a student may contact you directly to inform you they will not be present 
for a class, if this is the case, you should tell the student to contact the College directly and 
assume that the student will be in the class unless you hear otherwise from the College.  
 
Guidance on Pupil Relationships 
You should take particular care when dealing with a pupil who appears to be emotionally 
distressed, or generally vulnerable and/or who is seeking expressions of affection, a student 
who appears to hold a grudge against you, or a student who acts in a sexually provocative 

8.2 Code of Conduct 
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way, or one whose manner with adults is over-familiar. This sort of behaviour may be an 
indication that a pupil has been, or is currently being, abused and should therefore be reported 
to the DSL under Ashbourne College London’s Child Protection Procedures.   
 
If you are involved in a situation where no specific guidance exists, it is important to use your 
professional judgment and discuss the circumstances with a senior colleague. Furthermore, 
record keeping is essential; a written record, including dates, should be kept that includes 
justification for any action taken.  
 
Offering Comfort to Distressed Pupils 
Touching may also be appropriate where a pupil is in distress and needs comforting. You 
should use your own professional judgment when you feel a pupil needs this kind of support 
and should be aware of any special circumstances relating to the pupil. For example, a pupil 
who has been abused may find physical contact particularly difficult. You should always notify a 
senior colleague when comfort has been offered and should seek guidance if unsure whether it 
would be appropriate in a particular case.  Where a pupil has previously been abused, staff 
should be informed on a ‘need to know’ basis, and should be extra cautious when considering 
the necessity of physical contact. 
 
One-to-One Meetings 
If you are teaching one pupil, or conducting a one-to-one meeting, you should take particular 
care in the following ways. You should use a room that has sufficient windows onto a corridor 
so the occupants can be seen, or keep the door open, or inform a colleague that the 
lesson/meeting is taking place, arrange the meeting during normal school hours when there are 
plenty of other people about, and do not continue the meeting for any longer than is necessary 
to achieve its purposes. For further instruction, please refer to the Cod of Conduct Policy on 
Ashbourne’s website.  
 
Language  
You should use appropriate language at all times. You should avoid words or expressions that 
have any unnecessary sexual content or innuendo; avoid displays of affection either personally 
or in writing (e.g. messages in birthday cards, text messages, emails etc), avoid any form of 
aggressive contact such as holding, pushing, pulling or hitting, which could amount to a criminal 
assault, or threatening words, not swear, blaspheme or use any sort of offensive language in 
front of pupils and avoid the use of sarcasm or derogatory words when punishing or disciplining 
pupils.  
 
Dealing with “Crushes” 
Crushes, fixations or infatuations are part of normal adolescent development. However they 
need sensitive handling to avoid allegations of exploitation. If you suspect that a pupil has a 
“crush” on you or on another colleague you should bring it to the attention of senior colleagues 
at the earliest opportunity.  
 
The Use of Physical Restraint 
All forms of corporal punishment are unlawful. However, by law, teaching staff, and other staff 
who are authorised by the Principal to have control or charge of pupils, may use such force or 
physical contact as is reasonable in the circumstances to prevent a pupil from doing, or 
continuing to do any of the following: committing a criminal offence, injuring themselves or 
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others, or causing damage to property, including their own. This applies when a teacher, or 
other authorised person, is on Ashbourne College London premises and when he or she is in 
control or charge of the pupil elsewhere, for example on a field trip or other authorised out of 
school activity. It only applies where no other form of control is available and where it is 
necessary to intervene. Before intervening physically you should, wherever practicable, tell 
the pupil to stop and say what will happen if he or she does not. You should continue attempting 
to communicate with the pupil throughout the incident and should make it clear that physical 
contact or restraint will stop as soon as it ceases to be necessary.  
 
Inform Senior Staff 
You should inform the DSL or another senior colleague immediately following an 
incident, except the most minor or trivial, where force has been used. This is to help 
prevent any misunderstanding or misrepresentation of the incident, and it will be helpful in the 
event of a complaint. You should provide a written report as soon as possible afterwards.  
 
Action Taken in Self-defence 
The law allows anyone to defend himself or herself against an attack provided they do not use 
more force than is necessary. Similarly, where a pupil is at risk of immediate injury or on 
the point of inflicting injury on someone else, any member of staff (whether authorised 
or not) would be entitled to intervene. Any force should always be the minimum needed 
to achieve the desired result. Whether it is reasonable to use force and the degree of force 
that could be reasonably employed might also depend on the age, understanding and sex of the 
pupil.  
 
When Physical Contact May be Appropriate 
Physical contact with a pupil may be necessary and beneficial in order to demonstrate a 
required action, or a correct technique in, for example, singing and other music lessons or 
during PE, sports and games. In these scenarios, the teacher should explain the intended 
action to the pupil. Do not proceed with the action if the pupil appears to be apprehensive or 
reluctant. If you have other concerns about the pupil’s likely reaction ensure that the door is 
open and if you are in any doubt, ask a colleague or another pupil to be present during the 
demonstration.  If you are at all concerned about any instance of physical contact, inform DSL 
or another senior colleague without delay, and make a written record.   
 
Administering First Aid 
When administering first aid you should explain to the pupil what is happening and 
ensure that another adult is present or is aware of the action being taken. The treatment 
must meet the Ashbourne College London’s Health and Safety at Work Rules and intimate care 
guidelines, and parents should be informed.  
 
Pupils’ Entitlement to Privacy 
Pupils are entitled to privacy when changing or showering. However there still must be an 
appropriate level of supervision to ensure safety. You should avoid physical contact or intrusive 
behaviour when pupils are undressed, and announce yourself when entering changing rooms 
and avoid remaining unless required, not shower or change in the same place as pupils.  
 
Code of Conduct for Photographs and Videos 
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You are entitled to take photographs or videos of your students, provided that they embrace 
everyday activities such as: trips, outings, special events, etc. Otherwise you seek the consent 
of a senior member of staff. Provided there are no names attached to any photographs or 
videos you take of students, there are no issues relating to Data Protection legislation. 
Nonetheless, with regard to child protection, you should be cautious and familiarize yourself 
with the guidance below.  
 
It is very important that the purpose of the activity is made clear, as well as what will happen to 
the photographs or videos. You must be able to justify images in your possession. All images 
should be made available in order to determine acceptability, and images should not be made 
during one-to-one situations. If an image is to be displayed in a place to which the public have 
access it should not display the pupil’s name. Similarly where a pupil is named (in a school 
prospectus, for example) the name should not be accompanied by a photograph or video. 
Equally, all images of pupils should be stored securely and only accessed by those authorised 
to do so.  
  
Appropriate Material 
You must ensure pupils are not exposed to inappropriate or indecent images. Inappropriate 
material, such as pornography, should not be brought to work and you must not use Ashbourne 
College London property to access such material. You should not allow unauthorised access to 
Ashbourne College London equipment and should keep your computer passwords safe. If you 
discover material that is potentially illegal, you must isolate the equipment and contact 
the DSL under Ashbourne College London’s Child Protection Procedures immediately. 
 
Confidentiality and Data Protection 
You should respect the privacy of pupils, parents and colleagues and should not pass 
information about, for example, addresses or telephone numbers to others, without checking 
first with the person concerned.  
 
Lists of pupils’/parents’ names and addresses must not be used for any purpose without the 
consent of the Director of Studies, Director of Operations or the Principal. Information about 
pupils, parents or colleagues should never be disclosed to telephone enquirers. You 
should ask the enquirer to put the request in writing so that it can be dealt with appropriately. 
 
You may have to disclose information, for example where abuse is alleged or suspected. In 
such cases, there is a duty to pass on the information immediately, but only to the DSL under 
the College’s Child Protection Procedures. The storing of personal information must not breach 
the Ashbourne College London’s Data Protection Policy. Note: never give an undertaking of 
confidentiality to a pupil where child protection issues are involved (see separate Child 
Protection Policy). 
 
Code of Conduct for Contact Outside School 
Staff members should not give pupils their home address, home phone number, mobile phone 
number or e-mail address. They should not send personal communications to pupils 
unless agreed with a senior colleague. Furthermore, a member of staff should not make 
arrangements to meet pupils, individually or in groups, outside school other than on school trips 
authorised by the DSL or another senior colleague. You should not give a pupil a lift in your own 
vehicle other than on Ashbourne College London business and with permission from the DSL or 
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another senior colleague, and you should avoid inviting pupils (groups or individuals) to your 
home unless there is a good reason and it has been approved by management.   
 
Scope of Application of Code on Contact Outside School  
The same guidelines should be applied to after-school clubs, school trips, and especially trips 
that involve an overnight stay away from the Ashbourne College London where there are 
separate, more detailed guidelines for school trips. The principles of this guidance also apply to 
contact with pupils or young people who are pupils at another school. 
 
After School Activities 
When taking part in after school activities, another adult should accompany you unless 
otherwise agreed with a senior colleague, undertake a risk assessment, and obtain parental 
consent.  
 
Communicating with Pupils and their Parents 
All communication with pupils or parents should conform to Ashbourne College London policy 
and be limited to professional matters. Except in an emergency, communication should 
only be made using Ashbourne College London property. These rules apply to any form of 
communication including new technologies such as mobile phones, web-cameras, social 
networking websites and blogs.  
 
Home Visits 
In some circumstances home visits are necessary. You should discuss the purpose of any visit 
with senior colleagues, follow the risk management strategy, leave the door open where you will 
be alone with pupils, keep records detailing times of arrival and departure, and work 
undertaken, discuss with your manager anything that gives cause for concern and refer to other 
agencies if felt appropriate, have a mobile phone and an emergency contact.   
 
Social Contact 
You should be aware that where you meet pupils or parents socially, such contact could be 
misinterpreted as grooming. Any social contact that could give rise to concern should be 
reported to a senior colleague.  
 
Friendships with Parents and Pupils 
Members of staff who are friends with parents of pupils or who, for example, are voluntary 
workers in youth organisations attended by pupils, will of course have contact with those pupils 
outside school. However, members of staff should still respect the above advice wherever 
possible and should keep the DSL informed of such relationships. 
 
Gifts and Rewards 
If you receive a gift you should declare the gift where there is a possibility it could be 
misconstrued, or in any event where the gift is of a value of more than £100. The Principal may 
in his/her absolute discretion require you to decline the gift, such as outright gifts that could be 
seen as a bribe or that have created an expectation of preferential treatment. Although it is 
accepted for parents or pupils to make small gifts to show appreciation, you must not receive 
gifts on a regular basis or receive anything of significant value.  
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Where you are thinking of giving a gift or reward it should only be provided as part of an agreed 
reward system. In all cases except the above, the gift or reward should be of little value and 
should be distributed equally. The selection processes should be fair and where possible, 
should be agreed by more than one member of staff.  
 
Furthermore, decisions regarding entitlement to benefits or privileges such as admission to 
school trips, activities or classroom tasks must avoid perceptions of bias or favouritism. The 
selection process must be based on transparent criteria. 
 
Communicating with Other Members of Staff 
Members of staff should not discuss grievances of the college or its employees with, or in 
earshot of, colleagues or students.  To do so may be considered an act of misconduct.  
 
Relationships with fellow staff, employees, governors, contractors, visitors, pupils and their 
parents or guardians should be reasonable and mutually respectful at all times. This code has 
been formulated in order to maintain this balance. In general these guidelines and imperatives 
detail the idea and ideal of professional conduct.  
 
If you have been involved in an incident where the issue of professional conduct arises, it is 
important to make careful notes with dates and then report to the DSL (Designated 
Safeguarding Leader) or similar.  
 
Allegations of unprofessional conduct or improper contact or words can arise at any time. 
Professionalism and vigilance are required so as to ensure the safety of pupils in our care, and 
to reduce the risk of an allegation of impropriety against a member of staff.  
 
Forming inappropriate relationships with pupils or young people who are pupils or students at 
another school or college may be regarded as gross misconduct. Such behaviour tends to bring 
Ashbourne College London into disrepute and gives rise to concern that the staff involved 
cannot be trusted to maintain professional boundaries with pupils and students at the 
Ashbourne College London.  
 
Reporting and Criminal Offences 
 
Whistleblowing 
You should report any activities or behaviour of colleagues that give you cause for concern. You 
should be familiar with the Ashbourne College London’s Whistleblowing policy, which can be 
found in the employment manual, and which is discussed later in this booklet.  
 
Duty of Disclosure 
You are required immediately to notify Ashbourne College London if you are charged or 
convicted of any criminal offence, if you receive a police caution, reprimand or warning, or if 
there is a formal child protection investigation of you or any member of your household under 
section 47 of the Children Act 1989 as amended. 
 
In addition to being gross misconduct, it is a criminal offence under the Sexual Offences Act 
2003 for a person aged 18 or over who is in a position of trust in relation to another person 
under 18 to engage in sexual activity with that person. Sexual activity is defined broadly and 
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does not have to include physical contact. The offence is punishable by up to six months’ 
imprisonment and/or an unlimited fine. For the purposes of the Act, a teacher is in a position of 
trust in relation to pupils at the school at which he or she is teaching.  
 
The Sexual Offences Act 2003 also introduced the offence of “meeting a child following sexual 
grooming”. This applies where an adult arranges to meet a child aged under 16 in any part of 
the world, if he has met or communicated with that child on at least two earlier occasions and 
intends to commit a sexual offence against that child. The law is clearly intended to apply where 
adults contact pupils through the internet. However, the prior meetings or communications need 
not have an explicitly sexual content.  
 
Most sexual activity involving a person under the age of 16 (male or female) is an 
indecent assault which is both a criminal offence and a matter for which damages can be 
awarded. This is so, even when the younger person is alleged to have provoked or 
encouraged the activity. 
 
The Education (Prohibition from Teaching or Working with Children) Regulations 2003 (SI 
2003/1184) and the Education (Provision of Information by Independent Schools) (England) 
Regulations 2003 (SI 2003/1934) require that where an employee is dismissed for being 
unsuitable to work with pupils or relating to the person’s health where a relevant issue is raised 
(or resigns to avoid such dismissal), he or she must be reported to the Independent 
Safeguarding Authority and may be barred or restricted from teaching or working with 
pupils. 
 
Every complaint by a pupil must be taken seriously and investigated. It may be necessary to 
involve social services who may themselves involve the police if there are grounds for thinking 
that a criminal offence has been committed. 
 
Dress Code 
Ashbourne is an informal college and we are keen to keep it this way; however, we expect staff 
to dress smartly and appropriately (no scruffy jeans and/or trainers). To do otherwise gives the 
wrong impression, looks unprofessional and appears unseemly to visitors. On days when we 
have visitors, particularly inspectors and or parents (such as open evenings and parents 
evenings), please make an extra effort to wear formal attire. Dress must not be offensive, 
distracting or revealing. Political or other contentious slogans or badges are not allowed.  
 
Use of Language other than English 
Ashbourne is an international college with around 50% of its students coming from countries 
outside of the United Kingdom. We therefore encourage students to speak English at all 
times, even when conversing with others from their own country, as it helps them improve their 
language skills and, more importantly, prevents other students from feeling alienated when 
around them.  
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How to make a Referral 
Ashbourne has tried to ensure that referrals to the LSCB (Local Children's Safeguarding Board) 
will be handled be the DSL and Deputy DSL. However, should the need arise for any member 
of staff to refer / consult with the Local Authority, the best starting point for 'guidance' on who 
you should contact will be Hilary Shaw - the Educational Advisor 
(hilary.shaw@rbkc.gov.uk). 
  
Whistleblowing 
Whistleblowing on 'unsafe' or 'criminal practices' is a legal responsibility - and one that all staff 
is protected in whilst following designated procedures. 
 
There are basically 3 potential steps in this process: Communicating directly with your H/O 
Faculty / Director of Faculties / Principal. Or, if this is not appropriate due to the nature of the 
issue, (for instance the issue is tied to these members of staff) you can contact the Local 
Authority Designated Officer (LADO) to raise a concern regarding a member of staff. In an 
Emergency - call the Police immediately on 999. 
 
Contact details for the Tri-Borough Local Authority Designated Officer (LADO) for 
referral and management of allegations against staff: 

Jane Foster 
Safe Organisation Manager and Local Authority Designated Officer (LADO) 
Telephone: 020 7641 6108 
Email: jfoster1@westminster.gov.uk 

Understanding and Identifying Abuse and Neglect  
Abuse and neglect are forms of maltreatment – a person may abuse or neglect a child by 
inflicting harm, or by failing to act to prevent harm.   

8.3 Safeguarding and Child Protection Policy  
 

Fran Burns 
Safeguarding 

Lead 
 

Lee Kirby  
Deputy 

Safeguarding 
Lead 

07871248435 

Ruchi Argawal 
Deputy 

Safeguarding 
Lead 

07871248435 
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No matter where you work, you are likely to encounter children during the course of your normal 
working activities. You are in a unique position to be able to observe signs of abuse or neglect, 
or changes in behaviour which may indicate a child may be being abused or neglected.  
 
You should make sure that you are alert to the signs of abuse and neglect, that you question 
the behaviour of children and parents/carers and don’t necessarily take what you are told at 
face value. You should make sure you know where to turn to if you need to ask for help, and 
that you refer to children’s social care or to the police, if you suspect that a child is at risk of 
harm or is immediate danger.  
  
You should be guided by the following key principles: That children have a right to be safe and 
should be protected from all forms of abuse and neglect; safeguarding children is everyone’s 
responsibility; it is better to help children as early as possible, before issues escalate and 
become more damaging; and children and families are best supported and protected when 
there is a co- ordinated response from all relevant agencies. 
 
The warning signs and symptoms of child abuse and neglect can vary from child to child. 
Disabled children may be especially vulnerable to abuse, including because they may have an 
impaired capacity to resist or avoid abuse. They may have speech, language and 
communication needs which may make it difficult to tell others what is happening.  
 
Children also develop and mature at different rates so what appears to be worrying for a 
younger child might be normal behaviour for an older child. Parental behaviours may also 
indicate child abuse or neglect, so you should also be alert to parent-child interactions which 
are concerning and other parental behaviours. This could include parents who are under the 
influence of drugs or alcohol or if there is a sudden change in their mental health. By 
understanding the warning signs, you can respond to problems as early as possible and provide 
the right support and services for the child and their family. It is important to recognise that a 
warning sign doesn’t automatically mean a child is being abused.  
 
Indicators of Abuse or Neglect 
Children with behavioural changes – they may become aggressive, challenging, disruptive, 
withdrawn or clingy; Children with clothes which are ill-fitting and/or dirty; Children with 
consistently poor hygiene;  Children who make strong efforts to avoid specific family members 
or friends, without an obvious reason; Children who don’t want to change clothes in front of 
others or participate in physical activities;  Children who are having problems at school, for 
example, a sudden lack of concentration and learning or they appear to be tired and hungry; 
Children who talk about being left home alone, with inappropriate carers or with strangers; 
Children who reach developmental milestones, such as learning to speak or walk, late, with no 
medical reason; Children who are regularly missing from school or education;  Children who are 
reluctant to go home after school;  Children with poor school attendance and punctuality, or who 
are consistently late being picked up;  Parents who are dismissive and non-responsive to 
practitioners’ concerns;  Parents who collect their children from school when drunk, or under the 
influence  of drugs;  Children who drink alcohol regularly from an early age;  Children who are 
concerned for younger siblings without explaining why;  Children who talk about running away; 
and  Children who shy away from being touched or flinch at sudden movements.   
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There are four main categories of abuse and neglect: physical abuse, emotional abuse, sexual 
abuse and neglect. Each has its own specific warning indicators, which you should be alert to.  
 
Physical Abuse  
Physical abuse is deliberately physically hurting a child. It might take a variety of different forms, 
including hitting, pinching, shaking, throwing, poisoning, burning or scalding, drowning or 
suffocating a child.  
 
Physical abuse can happen in any family, but children may be more at risk if their parents have 
problems with drugs, alcohol and mental health or if they live in a home where domestic abuse 
happens. Babies and disabled children also have a higher risk of suffering physical abuse.  
 
Physical harm may also be caused when a parent or carer fabricates the symptoms of, or 
deliberately induces, illness in a child. Physical abuse can also occur outside of the family 
environment.  
 
Possible indicators of physical abuse includes children with frequent injuries;   
children with unexplained or unusual fractures or broken bones; and children with unexplained 
bruises or cuts; o burns or scalds; or bite marks.   
  
Emotional Abuse  
Emotional abuse is the persistent emotional maltreatment of a child. It is also sometimes called 
psychological abuse and it can have severe and persistent adverse effects on a child’s 
emotional development.

 

 
Although the effects of emotional abuse might take a long time to be recognisable, practitioners 
will be in a position to observe it, for example, in the way that a parent interacts with their child. 
Emotional abuse may involve deliberately telling a child that they are worthless, or unloved and 
inadequate. It may include not giving a child the opportunity to express their views, deliberately 
silencing them or ‘making fun’ of what they say or how they communicate.  
 
Emotional abuse may involve serious bullying – including online bullying through social 
networks, online games or mobile phones – by a child’s peers.  Some of the following signs 
may be indicators of emotional abuse:  
 
Children who are excessively withdrawn, fearful, or anxious about doing something wrong; 
Parents or carers who withdraw their attention from their child, giving the child the ‘cold 
shoulder’;  Parents or carers blaming their problems on their child; and  Parents or carers who 
humiliate their child, for example, by name-calling or making negative comparisons.   
   
Sexual Abuse and Exploitation  
Sexual abuse is any sexual activity with a child. You should be aware that many children and 
young people who are victims of sexual abuse do not recognise themselves as such. A child 
may not understand what is happening and may not even understand that it is wrong. Sexual 
abuse can have a long-term impact on mental health. Sexual abuse may involve physical 
contact, including assault by penetration (for example, rape or oral sex) or non-penetrative acts 
such as masturbation, kissing, rubbing and touching outside clothing. It may include non-
contact activities, such as involving children in the production of sexual images, forcing children 
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to look at sexual images or watch sexual activities, encouraging children to behave in sexually 
inappropriate ways or grooming a child in preparation for abuse (including via the internet). 
Sexual abuse is not solely perpetrated by adult males. Women can commit acts of sexual 
abuse, as can other children.  
 
Some of the following signs may be indicators of sexual abuse:  

• Children who display knowledge or interest in sexual acts inappropriate to their age;   
• Children who use sexual language or have sexual knowledge that you wouldn’t expect 

them to have;   
• Children who ask others to behave sexually or play sexual games; and   
• Children with physical sexual health problems, including soreness in the genital and anal 

areas, sexually transmitted infections or underage pregnancy.   
  
Child sexual exploitation is a form of sexual abuse where children are sexually exploited for 
money, power or status. It can involve violent, humiliating and degrading sexual assaults. In 
some cases, young people are persuaded or forced into exchanging sexual activity for money, 
drugs, gifts, affection or status. Consent cannot be given, even where a child may believe they 
are voluntarily engaging in sexual activity with the person who is exploiting them. Child sexual 
exploitation doesn't always involve physical contact and can happen online. A significant 
number of children who are victims of sexual exploitation go missing from home, care and 
education at some point.  
 
Some of the following signs may be indicators of sexual exploitation:  

• Children who appear with unexplained gifts or new possessions 
• Children who associate with other young people involved in exploitation  
• Children who have older boyfriends or girlfriends  
• Children who suffer from sexually transmitted infections or become pregnant 
• Children who suffer from changes in emotional well-being   
• Children who misuse drugs and alcohol   
• Children who go missing for periods of time or regularly come home late 
• Children who regularly miss school or education or don’t take part in education.   

  
Neglect  
Neglect is a pattern of failing to provide for a child’s basic needs, whether it be adequate food, 
clothing, hygiene, supervision or shelter. It is likely to result in the serious impairment of a 
child’s health or development.    
 
Children who are neglected often also suffer from other types of abuse. It is important that 
practitioners remain alert and do not miss opportunities to take timely action. However, while 
you may be concerned about a child, neglect is not always straightforward to identify.  
 
Neglect may occur if a parent becomes physically or mentally unable to care for a child. A 
parent may also have an addiction to alcohol or drugs, which could impair their ability to keep a 
child safe or result in them prioritising buying drugs, or alcohol, over food, clothing or warmth for 
the child. Neglect may occur during pregnancy as a result of maternal drug or alcohol abuse.  
 
Some of the following signs may be indicators of neglect:  
Children who are living in a home that is indisputably dirty or unsafe;  Children who are left 
hungry or dirty;  Children who are left without adequate clothing, e.g. not having a winter coat; 
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Children who are living in dangerous conditions, i.e. around drugs, alcohol or violence;  Children 
who are often angry, aggressive or self-harm;  Children who fail to receive basic health care

 

and parents who fail to seek medical treatment when their children are ill or are injured. 
  
Taking Action  
As well as the responsibility of all practitioners to consider the welfare of children, a number of 
local agencies have specific duties to safeguard and promote the welfare of children. If you 
work in an organisation with such responsibilities, you should ensure that you take account of 
them in your day-to-day work. Even if you work in an organisation without such responsibilities 
you should be aware of and understand the local multi-agency safeguarding arrangements in 
place in your area.  
 
Even if your primary responsibility does not relate to children, many professionals will have the 
opportunity to observe and identify behaviour which could indicate a child is being abused or 
neglected. If you work with children on a regular basis, for example, as a practitioner working in 
a school or early years setting, you are well positioned to be able to identify abuse or neglect, 
including peer on peer abuse. Even if you are in a profession where you may not encounter the 
same children as frequently, for example, as a doctor or a police officer, you will nevertheless 
be in a position to observe signs of abuse and neglect. A police officer attending domestic 
abuse incidents, for example, should be aware of the effect of such behaviour on any children in 
the household.

 
Even if you only encounter children infrequently in your job, for example, if you 

are a probation officer or a housing officer, you may observe possible abuse and neglect (e.g. 
when dealing with reports of anti-social behaviour by young people).  
 
It may not always be appropriate to go through all four stages sequentially. If a child is in 
immediate danger or is at risk of harm, you should refer to children’s social care and/or 
the police. Before doing so, you should try to establish the basic facts. However, it will be the 
role of social workers and the police to investigate cases and make a judgement on whether 
there should be a statutory intervention and/or a criminal investigation.  
 
You should record, in writing, all concerns and discussions about a child’s welfare, the 
decisions made and the reasons for those decisions. The first step is to be alert to the signs of 
abuse and neglect, to have read this document and to understand the procedures set out in 
your local multi-agency safeguarding arrangements. You should also consider what training 
would support you in your role and what is available in your area.  
 
The signs of child abuse might not always be obvious and a child might not tell anyone what is 
happening to them. You should therefore question behaviours if something seems unusual and 
try to speak to the child, alone, if appropriate, to seek further information. If a child reports, 
following a conversation you have initiated or otherwise, that they are being abused and 
neglected, you should listen to them, take their allegation seriously, and reassure them that you 
will take action to keep them safe. You will need to decide the most appropriate action to take, 
depending on the circumstances of the case, the seriousness of the child’s allegation and the 
local multi-agency safeguarding arrangements in place. You might refer directly to children’s 
social care and/or the police, or discuss your concerns with others and ask for help. At all 
times, you should explain to the child the action that you are taking. It is important to 
maintain confidentiality, but you should not promise that you won’t tell anyone, as you 
may need to do so in order to protect the child.  
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Asking for Help  
Concerns about a child’s welfare can vary greatly in terms of their nature and seriousness, how 
they have been identified and over what duration they have arisen. If you have concerns about 
a child, you should ask for help.  
 
You should discuss your concerns with your manager, a named or designated professional or a 
designated member of staff. For example: for schools’ staff (both teaching and non-teaching), 
concerns should be reported via the schools’ or colleges’ designated safeguarding lead. The 
safeguarding lead will usually decide whether to make a referral to children’s social care;  for 
early years practitioners, the Early Years Foundation Stage sets out that providers should 
ensure that they have a practitioner who is designated to take a lead responsibility for 
safeguarding children who should liaise with local statutory children’s services agencies. Child-
minders should take that responsibility themselves and should notify children’s social care (and, 
in emergencies, the police) if they have concerns about the safety or welfare of a child;  for 
health practitioners, all providers of NHS funded health services should identify a named doctor 
and a named nurse (and a named midwife if the organisation provides maternity services) for 
safeguarding. GP practices should have a lead and deputy lead for safeguarding, who should 
work closely with named GPs. Named practitioners should promote good practice within their 
organisation, provide advice and expertise for fellow practitioners, and ensure safeguarding 
training is in place; and  for the police, all forces have child abuse investigation units or teams, 
which normally take responsibility for investigating child abuse cases. If you are a police officer 
with concerns about a child or young person, you can speak to your child abuse investigation  
unit or team for advice.   
 
You can also seek advice at any time from the NSPCC helpline – help@nspcc.org.uk or 
0808 800 5000. Next steps might involve undertaking an early help assessment or making a 
referral directly to children’s social care/the police. If you have concerns about the safety or 
welfare of a child and feel they are not being acted upon by your manager or named/designated 
safeguarding lead, it is your responsibility to take action.  
 
Early Help Assessment  
Early help means providing support as soon as a problem emerges. As part of your area’s 
local multi-agency safeguarding arrangements there will be processes in place around the 
assessment of children who may benefit from early help.  
 
An early help assessment should be undertaken by a lead professional who should provide 
support to the child and family, act as an advocate on their behalf and coordinate the delivery of 
support services. Any frontline practitioner from any agency working with children, young people 
and families, including the voluntary and community sector, can undertake an early help 
assessment.  
 
You might, therefore, act as the lead professional for an early help assessment, or be asked to 
participate in such an assessment. Whatever the case, you will need to work closely with other 
practitioners to decide whether the child and family would benefit from coordinated support from 
more than one agency.  
   
Referring to Children’s Social Care  



 65 

If, at any time, you believe that a child may be a child in need or that a child is being harmed or 
is likely to be, you should refer immediately to local authority children’s social care. Any 
practitioner can make this referral. If you see further signs of potential abuse and 
neglect, report and refer again.  
 
When referring a child to children’s social care, you should consider and include any information 
you have on the child’s development needs and their parents’/carers’ ability to respond to these 
needs within the context of their wider family and environment.  
 
Children are considered to be ‘in need’ under s17 of the Children Act 1989 if; they are unlikely 
to achieve or maintain or to have the opportunity of achieving or maintaining, a satisfactory level 
of health or development without the provision of services, if their health or development is likely 
to be significantly impaired, or further impaired, without the  provision of such services; or if they 
are disabled.   
 
Information Sharing  
It is important to remember that throughout the four stages, sharing information is an intrinsic 
part of any practitioner’s role. The decisions about how much information to share, with whom 
and when can have a profound impact on people’s lives. You should weigh up what might 
happen if the information is shared against the consequences of not sharing the information. 
Early sharing of information is key to providing effective early help where there are emerging 
problems. At the other end of the continuum, sharing information can be essential to put in 
place effective child protection services.  
 
Once you have made a referral, a social worker should respond within one working day 
telling you what further action they have decided to take. You might be asked to participate 
in further assessment of the child, either through an early help assessment, through a child in 
need assessment or a child protection enquiry, which will be led by a social worker.  
 
If the social worker suspects that a child is suffering, or is likely to suffer, significant harm (i.e. 
their health and/or development has been or would be impaired compared with that which could 
reasonably be expected of a similar child), the local authority will hold a strategy discussion to 
determine the child’s welfare and plan rapid future action. A strategy discussion can take place 
following a referral or at any other time, including during the assessment process. You should 
be prepared to contribute to these discussions by providing information and agreeing what 
action is required.  
 
If concerns are substantiated and the child is judged to be at continuing risk of significant harm, 
an initial child protection conference is convened to make decisions about the child’s future 
safety, health and development. If you are involved with the child and family, for example if you 
are a teacher, a police officer or a health worker, you will be invited. You may also be involved if 
you have expertise in the particular type of harm suffered by the child or in a child’s particular 
condition, for example, a disability or long-term illness.  
 
The conference will decide the membership of the core group of practitioners and family 
members who will develop and implement the child protection plan. The core group will meet 
within 10 working days of the conference. If you are a member of the core group you will help to 
develop and implement the child protection plan. 
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Where there is a risk to the life of a child or a likelihood of serious immediate harm, an agency 
with statutory child protection powers – children’s social care, the police or the NSPCC – must 
act quickly to secure the immediate safety of the child. This can be via an emergency protection 
order or police protection powers. 
 
Safeguarding is one of the most important services we provide for our students - and we are 
constantly striving to evolve and improve both our policies and practices. 
 
If you have any queries or issues regarding your Staff welfare please don’t hesitate to discuss 
this with your line manager or if you prefer to approach the Designated Safe Guarding Lead, 
Fran Burns. More details are specified in the Code of Conduct of this Handbook. If you deem 
the issue to be severe enough that you feel uncomfortable talking to someone within 
Ashbourne, you can contact the Local Authorities or Police. 
 
If you have any questions or are uncertain about any issues or procedural matters, 
please don't hesitate to get in touch with Fran (or Lee or Kathleen if Fran is unavailable) 
at any time. It is far better you feel secure and confident in implementing any procedure 
than are left in doubt.  
 
 
 
 
We encourage all our staff to familiarise themselves with our Policies, which are readily 
available on our website under: 
https://www.ashbournecollege.co.uk/college-policies/ . 
 
All these Policies are listed below and appear as subtitles on the left hand side of the webpage 
specified above. 

 
o A Level Students Under 16 Policy 
o Accessibility Policy 
o Accommodation Policy 
o Administration Of Medicine Policy 
o Admissions Policy 
o Advertisement Policy 
o Alcohol And Smoking Policy 
o Anti-Bullying Policy 
o Appeals Against Internally Assessed Marks (GCSE controlled assessments and GCE 

coursework units) 
o Behaviour and Attendance Policy 
o British Values Policy 
o Child Protection and Safeguarding Policy and Procedures 
o Communication And Complaint Policy 
o Controlled Assessment Policy 
o Critical Incident Policy 
o Curriculum Policy 
o Data Protection Policy 
o Disabilities Policy 
o Drugs And Substances Policies 
o E-Safety Policy 

8.4 Accessing full list of Policies 
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o Educational Visits Policy 
o Entry into Year 11 for Existing Students 
o Entry into Year 12 for Existing Students 
o Entry into Year 13 for Existing Students 
o Equal Opportunities Policy 
o Evacuation Procedure 
o Fire Policy 
o First Aid Policy 
o Health And Safety Policy 
o Intruder Policy 
o Lockdown Policy 
o Managing Images of Children Policy 
o Mathematics Policy 
o Missing Student Policy 
o Mission Statement 
o Plagiarism Policy 
o Policy For Students With English As An Additional Language 
o Privacy Notice for Students and Parents 
o Reasonable Adjustments Table 
o Risk Assessment Policy for Pupil Welfare 
o Safer Recruitment and Selection of Staff 
o Scholarship Policy 
o Special Education Needs Policy (SEN) 
o Staff Acceptable Use Policy 
o Staff Code of Conduct 
o Student Acceptable Use Policy 
o Supervision Policy 
o Suspension And Expulsion Policy 
o Timetable Policy 
o Whistleblowing Policy 
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Ashbourne has organised a comprehensive programme of Easter Revision courses for more 
than twenty years and was the first college in London to establish a programme of this kind. 
Rather than working passively and unsupervised at home, students are directed in their revision 
in small groups. The result is a high level of enjoyable, effective and efficient revision.  This 
means the college is always open throughout Easter, which shows how dedicated the college is 
to making sure these students achieve their potential.  
 
Course tutors make continual reference to specimen questions, past papers and examiners’ 
reports. In class, students are encouraged to answer exam questions, make notes, ask 
questions and share ideas with other students. All of this makes for an active, productive and 
valuable learning and revision experience. 
 
Following each revision course, external students receive a written report on their progress with 
invaluable feedback on performance and how they might improve in the future. This helps 
inspire the necessary focus in the lead up to their final examinations. 

 
Course dates 2020 
Week One: Monday 30th March – Friday 3rd April  
Week Two: Monday 6th April – Friday 10th April (Good Friday) 
Week Three: Monday 13th April – Friday 17th April  
 
Course times 
Our courses run either as morning (10am–1pm) or afternoon (2–5pm) sessions. Therefore each 
course runs for three hours per day for five days. Courses may repeat throughout the three-
week period in order to ensure each course is available to as many students as possible. GCSE 
Additional Science is a full day course that runs both in the morning and afternoon sessions for 
five days. 
 
Course costs 
During this Easter period; the college gets lots of attention from external students. For these 
individuals, the cost of Easter Revision at Ashbourne is as follows:  
 
GCSE/Year 12/Year 13 subject  – £575 

Appendix 1: Easter Revision Information  
 

Hien Nguyen 
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GCSE Additional Science – £1050 
(A level English Literature and History units and Maths and Further Maths modules – £575 per 
unit or module, applied to other subjects as well.)  
 
For all existing Ashbourne students, they are offered one course free, and are encourage to 
enrol. It is also expected that all yearly contracted teachers will teach and assist on the 
courses for their subject.  
 
Individual tuition 
We are happy to organise individual tuition over Easter at the rate of £100 per hour. This is 
typically offered in blocks of 15 hours, (minimum of 10 hours), which costs £1500 and runs in 
morning or afternoon sessions alongside group tuition. 
 
Only one student registered for a course 
We will commit to running our timetabled Easter Revision courses regardless of the number of 
students registered for the course. We will not reduce the number of contact hours or 
increase the fees. 
 
Easter Medical Programme 
Ashbourne has been preparing students for their medical school applications for many years 
now which is why we understand just how important it is that students are familiar with every 
stage of the process; from writing their personal statement to attending an interview. With 
medicine being more competitive now than it ever has been before Ashbourne has decided to 
run an Easter Medical Programme designed for GCSE and AS students who are considering 
applying for medicine. The course will address every aspect of the medical school application 
process including: how to write a powerful personal statement, the different ways in which 
medical schools deliver the medicine program, BMAT and UKCAT practice, how to secure work 
experience, the different types of interviews and an insight into the daily life of a doctor by 
examining three case studies of current doctors. The course costs £750 and has limited places, 
so if you would like to sign up for this course please get in touch for more information. 
 
Format of the course 
The simple format of Ashbourne’s Easter Revision is morning or afternoon, 3 hours per day, 5 
days a week, £575. We guarantee that every course we commit to will run (except in rare cases 
of tutor illness).  We never reduce the number of hours offered, and the majority of our Easter 
tutors are full-time Ashbourne tutors who are vastly experienced and qualified. For more 
information on Easter Revision, please go to our website or contact the college directly.  
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Photocopiers and Printers  
There are currently five photocopiers in the school, and every member 
of staff has free unlimited access to these. However, usage must be 
made responsibly with environmental consideration and mindfulness. If 
you have any issues with a photocopier or printer, please see a 
member of reception; please do not attempt to fix it yourself.  
 
Apple TV  
Apple TV is installed in every classroom. These are computer interfaced, 
and have already increased the variety and quality of teaching in the 
College. Students will be encouraged to use them for presentations as 
part of class and coursework in several subjects. As always, we ask that 

staff respect this equipment in asking for permission and instruction before attempting to use it.  
 
Laptops and Computers  
Staff have access to all computers in Staff rooms and employee working spaces. Laptops on 
College premises are managed in reception at Old Court Place. If you require one please speak 
to Reception. If there is a problem with the laptop you are assigned, please report it to Fabio. 
 
Staff issued with MacBooks are reminded that these remain College property, and will be 
withdrawn if not used for professional and educational purposes. For more clarification on what 
classifies ‘educational purposes’ please refer to the Staff Acceptable Use Agreement.  
 
Ashbourne requests that you do not delete the administrator account named “Ladmin” 
as it is imperative this remains on the computers so the Facilities team can carry out 
upgrades and repairs. If you believe your laptop was stolen or is missing please notify 
the Facilities team immediately. 
 
Internet Access  
Staff must respect the Internet at Ashbourne and not access anything tagged NSFW (Not Safe 
For Work); i.e. any content that could be considered offensive or discriminative. Ashbourne 
recommends that staff use Google Chrome and install the adblock extension to protect from 
potentially damaging pop-ups. In addition, Staff must ensure they keep their social media 
accounts separate from their students. Staff are reminded that the use of Ashbourne 
College’s email and computers are monitored. Once again, please refer to the Staff Acceptable 
Use Agreement for further guidance on Internet regulations. 
 
Social Media 
Staff must ensure that their personal social media accounts are kept separate from their 
students. Adding students as “Friends” on social media is prohibited; this includes “following” on 
sites and applications such as Twitter, Facebook, Instagram and Snapchat. Ashbourne College 
strongly recommends Staff keep their social media accounts protected and private and 
suggests staff do not add phrases such as “Works at Ashbourne College” to their personal 

Fabio Carpene 
Head of Facilities  

Appendix 2: Equipment, Resources and Facilities 
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social media accounts, but reserve this for professional accounts such as LinkedIn and other 
online professional networking tools.  
  
Google Classrooms 
This software enables the teachers at Ashbourne to have a blended learning platform that aims 
to simplify creating, distributing and grading assignments in a paperless way. Assignments can 
be made and sent to the students. Furthermore, these students can be contacted directly, 
announcements can be made and questions can be asked through corresponding via the Gmail 
accounts of both the students and teachers. The main aim of this surface is to make things 
more efficient, and work in a way that is far better for the environment.  

 
Email 
All staff are issued with an Ashbourne email account upon joining the College, this includes 
unlimited Google Drive access. This email address and associated Google add-ons are not for 
personal use and staff will lose access to their account following their departure from the 
College. 
 
Ordering Material 
Every two weeks the reception team do a stock check where they acknowledge and document 
any needed orders; i.e. paper or toner. Before the order is processed it goes through the 
Principal for approval. Any textbook orders should please be made to Georgina Prichard, one of 
our admissions officers. If teachers should need to order research materials, or subscriptions for 
their subject, they should please check this with the Head of Faculty for approval, then if 
accepted the order should be taken to the Finance Officer, Ruggero.  
 
Using the Facilities  
Staff are responsible for reporting anything unsafe or broken, for example a faulty light bulb or 
broken chair. To do this they must contact the Head of Facilities, Fabio, who organises furniture 
replacement, fittings and fixtures. Similarly, stocks of equipment such as pens, paper and 
stationary are replenished regularly. However, if you notice that the College is running low on 
any of these items, it is important to make the facilities team aware. Students should respect 
College property at all times, and any act of vandalism will incur serious penalties. Misconduct 
of any equipment should be reported immediately to the Director of Studies and the Facilities 
team.  
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Introduction 

FileMaker Pro is a database engine created by Apple Inc for Apple and Windows computers, in 
addition to iPhone and iPad users.  It is an essential computer system used by the College, and 
it is the hub and collation of our central Databases. It is where we log attendance, collate all 
Staff and Student information, including grades, contact details and other confidential 
information. It is therefore imperative that staff get comfortable and confident with this software.   

On arriving at the college, you will be given a password and account name, which will give you 
access to FileMaker.  For teachers, this will enable them to access their registers, and for 
operations staff this is a way of finding and altering the contact details of any student or staff 
member. 

Left, is the logo for FileMaker on the Apple Desktop. 
Clicking it will open up the software, and ask you to 
log in to the engine. You will be given the necessary 
passwords and the Account Name upon arriving at 
the college.  

 

Logging Attendance 

>Click Filemaker logo in the Desktop dock 
> Select Navigator File  
> Enter username and password given to you in induction  
> Select Tutors Navigator Current (top left light turquoise button)  
> Select your name code  
> Select Attendance and Mock Grade button 

 

 

 

 

 

 

 

 

To do the register, make sure you are on the Register tab and in the correct week (change by 
selecting appropriate drop down field or tab at the top of the page.  

When clicking in the white box, initially labelled ‘SR’, a drop-down menu appears, giving you an 
option of different selections; POT – Present On Time, AA – Authorised Absence, UA – 
Unauthorised Absence, SR – School Reason, and PLA – Present Late. If a student is PLA, 
they should have a late slip (refer to Late Slips under Section 7.2 Lesson Protocols).  

 

Appendix 3: A Guide to Filemaker 
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If a student is late, click the blue box, under the column LATE, and select from the drop down 
menu the number of minutes they are late by (shown below) To view an accumulative total of 
students’ late records, select the ATTENDANCE INFORMATION tab, next to the REGISTER 
tab.  

Student Information 

For information on the student’s personality, family background, academic ability, and extra 
curricular interests select the EXTRA INFORMATION tab.  

If you then click the box which is highlighted yellow shown above, an information field will 
appear, as shown below. 
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Reports 

To enter student reports, click the Mock tab which will offer empty fields for: Mock grade, Mock 
percentage, Mock Attendance, Working Grade, Target Grade, Comments sent to parents, 
Student potential, and Internal comments. For guidance on writing Reports please refer to 
Section 7.2.  

 
 
Prep 

You can access the Homework log by clicking the PREP tab. Here teachers are expected to 
enter all the homework they set. Please use the larger text fields at the top to document what 
task has been set with the submission date added. Please fill in the students homework mark 
under the GRADE column, and use the appropriate code under TYPE (CT= collected on time, 
CL= collected late, NC= not collected and NA = No answer/no information given ) 

The purpose of THC, HCOT and HAV fields are to display a percentage (see below). As soon 
as you fill in GRADE or TYPE the THC, HCOT and HAV fields will automatically re-calculate 
and display the corresponding information. 
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How to log a Safeguarding Concern 

Should you need to log a Safeguarding issue or concern, use the following procedures. Go to 
FileMaker under Tutor Navigator and access your Registers, as previously shown. If the student 
is in your class, click on their name.  
  
This will then lead you to their Academic Records, allowing you to check the student’s 
attendance, among other things. From here, you click on ‘Academic Share’ at the top of the 
screen, and then the ‘Choose Type’ button on the left. This will allow you to share whatever 
concerns you have of a particular student in a note format.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(If the student is not in your class, simply click on the name at the top, and scroll through the 
student roll to the appropriate one. Then, as above, go to 'Academic Share' and follow the same 
steps.) After selecting ‘Choose Type’ a grid will come up with a selection of categories. You 
would select 'Safeguarding' because the issue you are focused on is indeed a Safeguarding 
issue. From here you then press 'OK'. 
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Term Dates 
Registration 2019/20 

 

New and returning A level students 

 

Wednesday 28th to Friday 30th August 
 

Monday 2nd to Thursday 5th September 
 

 

New and returning GCSE students 

 
Tuesday 3rd September 2019 

 

 

Welcome event for new A level students 

 
Wednesday 4th September 2019 

 

Autumn Term 

 

First Day of Term 

 
Monday 9th September 2019 

 

 

Half-term 

 

Monday 28th October to Friday 1st 
November 2019 

 
 

End of Term 

 

Friday 20th December 2019 
 

 

January Intakes 2020 

 

Registration Dates for January 2020 

New Students 

 

Thursday 9th January 2020 
 

 

First day of term for January 2020 

New Students 

 

Monday 13th January 2020 
 

 

Spring Term 

 

First Day of Term for returning students 

 

Monday 6th January 2020 
 



 77 

 

Half-term 

 

Monday 10th to Friday 14th February 2020 
 

 

End of Term 

 

Friday 27th March 2020 
 

 

 

Summer Term 

 

First Day of Term 

 

Monday 20th April 2020 
 

 

Half-term 

 

There is no half-term or study leave except 
for Bank Holidays 

 

End of Term 

 
Friday 29th May 2020 

 

 

Exams 

 

TBC – yet to be confirmed by the 
examination boards 

 

Easter Revision 

 

Week 1 

 
Monday 30th March 2020 

 

Week 2 

 
Monday 6th April 2020 

 

Week 3 

 
Monday 13th April 2020 
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Summary 

Keeping Children Safe in Education is statutory guidance that schools and colleges 
in England must have regard to when carrying out their duties to safeguard and 
promote the welfare of children.  
 
• Governing bodies of maintained schools (including maintained nursery schools) 
and colleges;  
• Proprietors of independent schools (including academies, free schools and 
alternative provision academies) and non-maintained special schools. In the case of 
academies, free schools and alternative provision academies, the proprietor will be 
the academy trust; and  
• Management committees of pupil referral units (PRUs)  
 
are asked to ensure that all staff in their school or college read at least Part one of 
the guidance. 
  
 
For ease of reference Part one is set out here as a stand-alone document. 
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Part one: Safeguarding information for all staff 

What school and college staff should know and do 

A child centred and coordinated approach to safeguarding  

1. Schools and colleges and their staff are an important part of the wider 
safeguarding system for children. This system is described in statutory guidance 
Working Together to Safeguard Children.   

2. Safeguarding and promoting the welfare of children is everyone’s 
responsibility. Everyone who comes into contact with children and their families has 
a role to play. In order to fulfil this responsibility effectively, all practitioners should 
make sure their approach is child-centred. This means that they should consider, at 
all times, what is in the best interests of the child.  

3. No single practitioner can have a full picture of a child’s needs and 
circumstances. If children and families are to receive the right help at the right time, 
everyone who comes into contact with them has a role to play in identifying 
concerns, sharing information and taking prompt action.  

4. Safeguarding and promoting the welfare of children is defined for the 
purposes of this guidance as:  

• protecting children from maltreatment;  
• preventing impairment of children’s health or development; 
• ensuring that children grow up in circumstances consistent with the provision 

of safe and effective care; and 
• taking action to enable all children to have the best outcomes. 

 
5. Children includes everyone under the age of 18. 

The role of school and college staff 

6. School and college staff are particularly important as they are in a position to 
identify concerns early, provide help for children, and prevent concerns from 
escalating.  

7. All staff have a responsibility to provide a safe environment in which children 
can learn. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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8. All staff should be prepared to identify children who may benefit from early 
help.1 Early help means providing support as soon as a problem emerges at any 
point in a child’s life, from the foundation years through to the teenage years. 

9. Any staff member who has a concern about a child’s welfare should follow 
the referral processes set out in paragraphs 35-47. Staff should expect to support 
social workers and other agencies following any referral.  

10. Every school and college should have a designated safeguarding lead who 
will provide support to staff to carry out their safeguarding duties and who will liaise 
closely with other services such as children’s social care. 

11. The designated safeguarding lead (and any deputies) are most likely to have 
a complete safeguarding picture and be the most appropriate person to advise on 
the response to safeguarding concerns.  

12. The Teachers’ Standards 2012 state that teachers (which includes 
headteachers) should safeguard children’s wellbeing and maintain public trust in the 
teaching profession as part of their professional duties.2 

What school and college staff need to know 

13. All staff should be aware of systems within their school or college which 
support safeguarding and these should be explained to them as part of staff 
induction. This should include the;  

• child protection policy;  

• behaviour policy;3 

• staff behaviour policy (sometimes called a code of conduct); 

• safeguarding response to children who go missing from education; and 

• role of the designated safeguarding lead (including the identity of the 
designated safeguarding lead and any deputies).  

Copies of policies and a copy of Part one of this document should be provided to 
staff at induction.  

14. All staff should receive appropriate safeguarding and child protection training 
which is regularly updated. In addition, all staff should receive safeguarding and child 

 
1 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children. 
2 The Teachers' Standards apply to: trainees working towards QTS; all teachers completing their statutory 
induction period (newly qualified teachers [NQTs]); and teachers in maintained schools, including maintained 
special schools, who are subject to the Education (School Teachers’ Appraisal) (England) Regulations 2012. 
3 All schools are required to have a behaviour policy (full details are here). If a college chooses to have a 
behaviour policy it should be provided to staff as described above.  
 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/teachers-standards
https://www.gov.uk/government/publications/behaviour-and-discipline-in-schools


6 
 

protection updates (for example, via email, e-bulletins and staff meetings), as 
required, and at least annually, to provide them with relevant skills and knowledge to 
safeguard children effectively.   

15. All staff should be aware of their local early help4 process and understand 
their role in it.  

16. All staff should be aware of the process for making referrals to children’s 
social care and for statutory assessments under the Children Act 1989, especially 
section 17 (children in need) and section 47 (a child suffering, or likely to suffer, 
significant harm) that may follow a referral, along with the role they might be 
expected to play in such assessments.5  

17. All staff should know what to do if a child tells them he/she is being abused or 
neglected. Staff should know how to manage the requirement to maintain an 
appropriate level of confidentiality. This means only involving those who need to be 
involved, such as the designated safeguarding lead (or a deputy) and children’s 
social care. Staff should never promise a child that they will not tell anyone about a 
report of abuse, as this may ultimately not be in the best interests of the child. 

What school and college staff should look out for 

Early help 

18. Any child may benefit from early help, but all school and college staff should 
be particularly alert to the potential need for early help for a child who: 

• is disabled and has specific additional needs; 
• has special educational needs (whether or not they have a statutory 

Education, Health and Care Plan); 
• is a young carer; 
• is showing signs of being drawn in to anti-social or criminal behaviour, 

including gang involvement and association with organised crime groups; 
• is frequently missing/goes missing from care or from home; 
• is at risk of modern slavery, trafficking or exploitation; 
• is at risk of being radicalised or exploited; 
• is in a family circumstance presenting challenges for the child, such as drug 

and alcohol misuse, adult mental health issues and domestic abuse; 
• is misusing drugs or alcohol themselves; 
• has returned home to their family from care; and 

 
4 Detailed information on early help can be found in Chapter 1 of Working Together to Safeguard Children. 
5 More information on statutory assessments is included at paragraph 42. Detailed information on statutory 
assessments can be found in Chapter 1 of Working Together to Safeguard Children. 

https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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• is a privately fostered child. 

Abuse and neglect 

19. Knowing what to look for is vital to the early identification of abuse and 
neglect. All staff should be aware of indicators of abuse and neglect so that they are 
able to identify cases of children who may be in need of help or protection. If staff are 
unsure, they should always speak to the designated safeguarding lead (or deputy). 

20. All school and college staff should be aware that abuse, neglect and 
safeguarding issues are rarely stand-alone events that can be covered by one 
definition or label. In most cases, multiple issues will overlap with one another.  

Indicators of abuse and neglect 

21. Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a 
child by inflicting harm or by failing to act to prevent harm. Children may be abused 
in a family or in an institutional or community setting by those known to them or, 
more rarely, by others. Abuse can take place wholly online, or technology may be 
used to facilitate offline abuse. Children may be abused by an adult or adults or by 
another child or children. 

22. Physical abuse: a form of abuse which may involve hitting, shaking, 
throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing 
physical harm to a child. Physical harm may also be caused when a parent or carer 
fabricates the symptoms of, or deliberately induces, illness in a child. 

23. Emotional abuse: the persistent emotional maltreatment of a child such as to 
cause severe and adverse effects on the child’s emotional development. It may 
involve conveying to a child that they are worthless or unloved, inadequate, or 
valued only insofar as they meet the needs of another person. It may include not 
giving the child opportunities to express their views, deliberately silencing them or 
‘making fun’ of what they say or how they communicate. It may feature age or 
developmentally inappropriate expectations being imposed on children. These may 
include interactions that are beyond a child’s developmental capability as well as 
overprotection and limitation of exploration and learning, or preventing the child from 
participating in normal social interaction. It may involve seeing or hearing the ill-
treatment of another. It may involve serious bullying (including cyberbullying), 
causing children frequently to feel frightened or in danger, or the exploitation or 
corruption of children. Some level of emotional abuse is involved in all types of 
maltreatment of a child, although it may occur alone.  

24. Sexual abuse: involves forcing or enticing a child or young person to take 
part in sexual activities, not necessarily involving a high level of violence, whether or 
not the child is aware of what is happening. The activities may involve physical 
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contact, including assault by penetration (for example rape or oral sex) or non-
penetrative acts such as masturbation, kissing, rubbing and touching outside of 
clothing. They may also include non-contact activities, such as involving children in 
looking at, or in the production of, sexual images, watching sexual activities, 
encouraging children to behave in sexually inappropriate ways, or grooming a child 
in preparation for abuse. Sexual abuse can take place online, and technology can be 
used to facilitate offline abuse. Sexual abuse is not solely perpetrated by adult 
males. Women can also commit acts of sexual abuse, as can other children. The 
sexual abuse of children by other children is a specific safeguarding issue in 
education (see paragraph 27). 

25. Neglect: the persistent failure to meet a child’s basic physical and/or 
psychological needs, likely to result in the serious impairment of the child’s health or 
development. Neglect may occur during pregnancy, for example, as a result of 
maternal substance abuse. Once a child is born, neglect may involve a parent or 
carer failing to: provide adequate food, clothing and shelter (including exclusion from 
home or abandonment); protect a child from physical and emotional harm or danger; 
ensure adequate supervision (including the use of inadequate care-givers); or 
ensure access to appropriate medical care or treatment. It may also include neglect 
of, or unresponsiveness to, a child’s basic emotional needs. 

Safeguarding issues 

26. All staff should have an awareness of safeguarding issues that can put 
children at risk of harm. Behaviours linked to issues such as drug taking, alcohol 
abuse, deliberately missing education and sexting (also known as youth produced 
sexual imagery) put children in danger.  

Peer on peer abuse 

27. All staff should be aware that children can abuse other children (often referred 
to as peer on peer abuse). This is most likely to include, but may not be limited to: 

• bullying (including cyberbullying); 
• physical abuse such as hitting, kicking, shaking, biting, hair pulling, or 

otherwise causing physical harm; 
• sexual violence,6 such as rape, assault by penetration and sexual assault;  
• sexual harassment,7 such as sexual comments, remarks, jokes and online 

sexual harassment, which may be stand-alone or part of a broader pattern of 
abuse; 

 
6 For further information about sexual violence see Annex A. 
7 For further information about sexual harassment see Annex A. 
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• upskirting,8 which typically involves taking a picture under a person’s clothing 
without them knowing, with the intention of viewing their genitals or buttocks 
to obtain sexual gratification, or cause the victim humiliation, distress or alarm; 

• sexting (also known as youth produced sexual imagery); and 
• initiation/hazing type violence and rituals. 

28. All staff should be clear as to the school’s or college’s policy and procedures 
with regards to peer on peer abuse.  

Serious violence 

29. All staff should be aware of indicators, which may signal that children are at 
risk from, or are involved with serious violent crime. These may include increased 
absence from school, a change in friendships or relationships with older individuals 
or groups, a significant decline in performance, signs of self-harm or a significant 
change in wellbeing, or signs of assault or unexplained injuries. Unexplained gifts or 
new possessions could also indicate that children have been approached by, or are 
involved with, individuals associated with criminal networks or gangs.  

30.      All staff should be aware of the associated risks and understand the 
measures in place to manage these. Advice for schools and colleges is provided in 
the Home Office’s Preventing youth violence and gang involvement and its Criminal 
exploitation of children and vulnerable adults: county lines guidance9. 

Female Genital Mutilation  

31. Whilst all staff should speak to the designated safeguarding lead (or deputy) 
with regard to any concerns about female genital mutilation (FGM), there is a specific 
legal duty on teachers.10 If a teacher, in the course of their work in the profession, 
discovers that an act of FGM appears to have been carried out on a girl under the 
age of 18, the teacher must report this to the police. See Annex A for further details.  

Contextual safeguarding 

32. Safeguarding incidents and/or behaviours can be associated with factors 
outside the school or college and/or can occur between children outside the school 
or college. All staff, but especially the designated safeguarding lead (and deputies) 
should be considering the context within which such incidents and/or behaviours 
occur. This is known as contextual safeguarding, which simply means assessments 
of children should consider whether wider environmental factors are present in a 
child’s life that are a threat to their safety and/or welfare. Children’s social care 

 
8 For further information about ‘upskirting’ see Annex A.  
9 For further information about violent crime see Annex A. 
10 Under Section 5B(11) (a) of the Female Genital Mutilation Act 2003, “teacher” means, in relation to England, a 
person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry out teaching 
work at schools and other institutions in England).   

https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
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assessments should consider such factors, so it is important that schools and 
colleges provide as much information as possible as part of the referral process. This 
will allow any assessment to consider all the available evidence and the full context 
of any abuse. Additional information regarding contextual safeguarding is available 
here: Contextual Safeguarding.  

Additional information and support 

33. Departmental advice What to Do if You Are Worried a Child is Being Abused - 
Advice for Practitioners provides more information on understanding and identifying 
abuse and neglect. Examples of potential indicators of abuse and neglect are 
highlighted throughout the advice and will be particularly helpful for school and 
college staff. The NSPCC website also provides useful additional information on 
abuse and neglect and what to look out for. 

34. Annex A contains important additional information about specific forms of 
abuse and safeguarding issues. School and college leaders and those staff who 
work directly with children should read the annex. 

What school and college staff should do if they have 

concerns about a child 

35. Staff working with children are advised to maintain an attitude of ‘it could 

happen here’ where safeguarding is concerned. When concerned about the welfare 
of a child, staff should always act in the best interests of the child. 

36. If staff have any concerns about a child’s welfare, they should act on them 
immediately. See page 15 for a flow chart setting out the process for staff when they 
have concerns about a child. 

37. If staff have a concern, they should follow their own organisation’s child 
protection policy and speak to the designated safeguarding lead (or deputy). 

38. Options will then include: 

• managing any support for the child internally via the school’s or college’s own 
pastoral support processes;  

• an early help assessment;11 or 
• a referral for statutory services,12 for example as the child might be in need, is 

in need or suffering or likely to suffer harm. 

 
11 Further information on early help assessments, provision of early help services and accessing services is in 
Chapter 1 of Working Together to Safeguard Children.  
12 Chapter 1 of Working Together to Safeguard Children sets out that the safeguarding partners should publish a 
threshold document that should include the criteria, including the level of need, for when a case should be 
referred to local authority children’s social care for assessment and for statutory services under section 17 and 

https://contextualsafeguarding.org.uk/about/what-is-contextual-safeguarding
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
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39. The designated safeguarding lead or a deputy should always be available to 
discuss safeguarding concerns. If in exceptional circumstances, the designated 
safeguarding lead (or deputy) is not available, this should not delay appropriate 
action being taken. Staff should consider speaking to a member of the senior 
leadership team and/or take advice from local children’s social care. In these 
circumstances, any action taken should be shared with the designated safeguarding 
lead (or deputy) as soon as is practically possible. 

40. Staff should not assume a colleague or another professional will take action 
and share information that might be critical in keeping children safe. They should be 
mindful that early information sharing is vital for effective identification, assessment 
and allocation of appropriate service provision. Information Sharing: Advice for 
Practitioners Providing Safeguarding Services to Children, Young People, Parents 
and Carers  supports staff who have to make decisions about sharing information. 
This advice includes the seven golden rules for sharing information and 
considerations with regard to the Data Protection Act 2018 and General Data 
Protection Regulation (GDPR). If in any doubt about sharing information, staff should 
speak to the designated safeguarding lead or a deputy. Fears about sharing 
information must not be allowed to stand in the way of the need to promote the 
welfare, and protect the safety of children.   

Early help 

41. If early help is appropriate, the designated safeguarding lead (or deputy) will 
generally lead on liaising with other agencies and setting up an inter-agency 
assessment as appropriate. Staff may be required to support other agencies and 
professionals in an early help assessment, in some cases acting as the lead 
practitioner. Any such cases should be kept under constant review and consideration 
given to a referral to children’s social care for assessment for statutory services, if 
the child’s situation does not appear to be improving or is getting worse.  

Statutory assessments 

42.  Where a child is suffering, or is likely to suffer from harm, it is important 

that a referral to children’s social care (and if appropriate the police) is made 

immediately. Referrals should follow the local referral process.   

Children in need 

A child in need is defined under the Children Act 1989 as a child who is unlikely to 
achieve or maintain a reasonable level of health or development, or whose health 

 
47. Local authorities, with their partners, should develop and publish local protocols for assessment. A local 
protocol should set out clear arrangements for how cases will be managed once a child is referred into local 
authority children’s social care. 
 

https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
https://www.gov.uk/government/publications/safeguarding-practitioners-information-sharing-advice
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and development is likely to be significantly or further impaired, without the provision 
of services; or a child who is disabled. Local authorities are required to provide 
services for children in need for the purposes of safeguarding and promoting their 
welfare. Children in need may be assessed under section 17 of the Children Act 
1989.  

Children suffering or likely to suffer significant harm 

Local authorities, with the help of other organisations as appropriate, have a duty to 
make enquiries under section 47 of the Children Act 1989 if they have reasonable 
cause to suspect that a child is suffering, or is likely to suffer, significant harm. Such 
enquiries enable them to decide whether they should take any action to safeguard 
and promote the child’s welfare and must be initiated where there are concerns 
about maltreatment, including all forms of abuse and neglect, female genital 
mutilation or other so-called honour based violence, and extra-familial threats like 
radicalisation and sexual exploitation.  

43. The online tool Report Child Abuse to Your Local Council directs to the 
relevant local children’s social care contact number. 

What will the local authority do? 

44. Within one working day of a referral being made, a local authority social 
worker should acknowledge receipt to the referrer and make a decision about the 
next steps and the type of response that is required. This will include determining 
whether: 

• the child requires immediate protection and urgent action is required; 
• the child is in need, and should be assessed under section 17 of the Children 

Act 1989; 
• there is reasonable cause to suspect the child is suffering or likely to suffer 

significant harm, and whether enquiries must be made and the child assessed 
under section 47 of the Children Act 1989; 

• any services are required by the child and family and what type of services; 
• further specialist assessments are required to help the local authority to 

decide what further action to take; 
• to see the child as soon as possible if the decision is taken that the referral 

requires further assessment. 

45. The referrer should follow up if this information is not forthcoming.  

46. If social workers decide to carry out a statutory assessment, staff should do 
everything they can to support that assessment (supported by the designated 
safeguarding lead (or deputy) as required).  

https://www.gov.uk/report-child-abuse-to-local-council
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47. If, after a referral, the child’s situation does not appear to be improving, the 
referrer should consider following local escalation procedures to ensure their 
concerns have been addressed and, most importantly, that the child’s situation 
improves.  

Record keeping 

48. All concerns, discussions and decisions made, and the reasons for those 
decisions, should be recorded in writing. If in doubt about recording requirements, 
staff should discuss with the designated safeguarding lead (or deputy).  

Why is all of this important?  

49. It is important for children to receive the right help at the right time to address 
risks and prevent issues escalating. Research and serious case reviews have 
repeatedly shown the dangers of failing to take effective action.13 Examples of poor 
practice include:  

• failing to act on and refer the early signs of abuse and neglect;  
• poor record keeping;  
• failing to listen to the views of the child;  
• failing to re-assess concerns when situations do not improve;  
• not sharing information;  
• sharing information too slowly; and  
• a lack of challenge to those who appear not to be taking action. 

What school and college staff should do if they have 

concerns about another staff member who may pose a risk 

of harm to children 

50. If staff have safeguarding concerns, or an allegation is made about another 
member of staff (including volunteers) posing a risk of harm to children, then:  

• this should be referred to the headteacher or principal;  
• where there are concerns/allegations about the headteacher or principal, this 

should be referred to the chair of governors, chair of the management 
committee or proprietor of an independent school; and  

• in the event of concerns/allegations about the headteacher, where the 
headteacher is also the sole proprietor of an independent school, allegations 
should be reported directly to the designated officer(s) at the local authority. 
(Further details can be found in Part four of this guidance).  

 
13  An analysis of serious case reviews can be found at Serious case reviews, 2011 to 2014. 

https://www.gov.uk/government/publications/analysis-of-serious-case-reviews-2011-to-2014
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What school or college staff should do if they have 

concerns about safeguarding practices within the school 

or college 

51. All staff and volunteers should feel able to raise concerns about poor or 
unsafe practice and potential failures in the school’s or college’s safeguarding 
regime, and know that such concerns will be taken seriously by the senior leadership 
team. 

52.  Appropriate whistleblowing procedures should be put in place for such 
concerns to be raised with the school’s or college’s senior leadership team.  

53. Where a staff member feels unable to raise an issue with their employer, or 
feels that their genuine concerns are not being addressed, other whistleblowing 
channels may be open to them:  

• general guidance on whistleblowing can be found via: Advice on 
Whistleblowing; and 

• the NSPCC’s what you can do to report abuse dedicated helpline is available 
as an alternative route for staff who do not feel able to raise concerns 
regarding child protection failures internally or have concerns about the way a 
concern is being handled by their school or college. Staff can call 0800 028 
0285 – line is available from 8:00 AM to 8:00 PM, Monday to Friday and email: 
help@nspcc.org.uk.14 

 

 
14 Alternatively, staff can write to: National Society for the Prevention of Cruelty to Children (NSPCC), Weston 
House, 42 Curtain, Road, London EC2A 3NH.  
 

https://www.gov.uk/whistleblowing
https://www.gov.uk/whistleblowing
https://www.nspcc.org.uk/what-you-can-do/report-abuse/dedicated-helplines/whistleblowing-advice-line/
mailto:help@nspcc.org.uk
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Actions where there are concerns about a child 

Staff have concerns about child 

and take immediate action. Staff 

follow their child protection policy 

and speak to designated 

safeguarding lead (1)

Referral not required, 

school/college takes 

relevant action, 

possibly including 

pastoral support 

and/or early help (2) 

and monitors locally 

Referral (3) 

made if 

concerns 

escalate  

Designated 

safeguarding lead or 

staff make referral 

(3) to children’s 

social care (and call 

police  if 

appropriate) 

Within 1 working day, social worker makes decision about the type of response that is required 

Child in need 

of immediate 

protection: 

referrer 

informed 

Section 47 (4) 

enquiries 

appropriate:  

referrer 

informed 

Section 17 (4) 

enquiries 

appropriate:  

referrer 

informed 

No formal 

assessment 

required: 

referrer 

informed

Appropriate 

emergency 

action taken 

by social 

worker, police 

or NSPCC (5) 

Identify child 

at risk of 

significant 

harm (4): 

possible child 

protection 

plan 

Identify child in 

need (4) and 

identify 

appropriate 

support 

School/college 

considers 

pastoral support 

and/or early help 

assessment (2)  

accessing 

universal services 

and other support 

Staff should do everything they can to support social workers. 

At all stages, staff should keep the child’s circumstances under review (involving the designated 

safeguarding lead (or deputies) as required), and re-refer if appropriate, to ensure the child’s 

circumstances improve – the child’s best interests must always come first  

(1) In cases which also involve a concern or an allegation of abuse against a staff member, see Part four of 
this guidance.
(2) Early help means providing support as soon as a problem emerges at any point in a child’s life. Where a 
child would benefit from co-ordinated early help, an early help inter-agency assessment should  be  arranged. 
Chapter one of Working Together to Safeguard Children provides detailed guidance on the early help process.
(3) Referrals should follow the process set out in the local threshold document and local protocol for 
assessment. Chapter one of Working Together to Safeguard Children.
(4) Under the Children Act 1989, local authorities are required to provide services for children in need for the 
purposes of safeguarding and promoting their welfare. Children in need may be assessed under section 17 of 
the Children Act 1989. Under section 47 of the Children Act 1989, where a local authority has reasonable 
cause to suspect that a child is suffering or likely to suffer significant harm, it has a duty to make enquiries to 
decide whether to take action to safeguard or promote the child’s welfare. Full details  are in Chapter one of 
Working Together to Safeguard Children.
(5) This could include applying for an Emergency Protection Order (EPO).

School/college action

Other agency action 
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Annex A: Further information  

Annex A contains important additional information about specific forms of abuse and 
safeguarding issues. School and college leaders and those staff who work directly 
with children should read this annex.  

As per Part one of this guidance, if staff have any concerns about a child’s welfare, 
they should act on them immediately. They should follow their own organisation’s 
child protection policy and speak to the designated safeguarding lead (or deputy). 

Where a child is suffering, or is likely to suffer from significant harm, it is 

important that a referral to children’s social care (and if appropriate the police) 

is made immediately.  
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25 
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Children and the court system 

Children are sometimes required to give evidence in criminal courts, either for crimes 
committed against them or for crimes they have witnessed. There are two age 
appropriate guides to support children 5-11-year olds and 12-17 year olds.  

The guides explain each step of the process, support and special measures that are 
available. There are diagrams illustrating the courtroom structure and the use of 
video links is explained.  

Making child arrangements via the family courts following separation can be stressful 
and entrench conflict in families. This can be stressful for children. The Ministry of 
Justice has launched an online child arrangements information tool with clear and 
concise information on the dispute resolution service. This may be useful for some 
parents and carers.  

Children missing from education 

All staff should be aware that children going missing, particularly repeatedly, can act 
as a vital warning sign of a range of safeguarding possibilities. This may include 
abuse and neglect, which may include sexual abuse or exploitation and child criminal 
exploitation. It may indicate mental health problems, risk of substance abuse, risk of 
travelling to conflict zones, risk of female genital mutilation or risk of forced marriage. 
Early intervention is necessary to identify the existence of any underlying 
safeguarding risk and to help prevent the risks of a child going missing in future. 
Staff should be aware of their school’s or college’s unauthorised absence and 
children missing from education procedures. 

Children with family members in prison 

Approximately 200,000 children in England and Wales have a parent sent to prison 
each year. These children are at risk of poor outcomes including poverty, stigma, 
isolation and poor mental health. NICCO provides information designed to support 
professionals working with offenders and their children, to help mitigate negative 
consequences for those children.  

Child sexual exploitation   

Child sexual exploitation is a form of child sexual abuse. It occurs where an 
individual or group takes advantage of an imbalance of power to coerce, 
manipulate or deceive a child or young person under the age of 18 into sexual 
activity (a) in exchange for something the victim needs or wants, and/or (b) for the 

http://formfinder.hmctsformfinder.justice.gov.uk/ywp-5-11-eng.pdf
http://formfinder.hmctsformfinder.justice.gov.uk/ywp-12-17-eng.pdf
https://helpwithchildarrangements.service.justice.gov.uk/
https://www.nicco.org.uk/
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financial advantage or increased status of the perpetrator or facilitator. The victim 
may have been sexually exploited even if the sexual activity appears consensual. 
Child sexual exploitation does not always involve physical contact, it can also 
occur through the use of technology. Like all forms of child sex abuse, child 
sexual exploitation: 
 

• can affect any child or young person (male or female) under the age of 18 
years, including 16 and 17 year olds who can legally consent to have sex;  

• can still be abuse even if the sexual activity appears consensual;  
• can include both contact (penetrative and non-penetrative acts) and non-

contact sexual activity;  
• can take place in person or via technology, or a combination of both;  
• can involve force and/or enticement-based methods of compliance and 

may, or may not, be accompanied by violence or threats of violence;  
• may occur without the child or young person’s immediate knowledge (e.g. 

through others copying videos or images they have created and posted on 
social media);  

• can be perpetrated by individuals or groups, males or females, and children 
or adults. The abuse can be a one-off occurrence or a series of incidents 
over time, and range from opportunistic to complex organised abuse; and  

• is typified by some form of power imbalance in favour of those perpetrating 
the abuse. Whilst age may be the most obvious, this power imbalance can 
also be due to a range of other factors including gender, sexual identity, 
cognitive ability, physical strength, status, and access to economic or other 
resources.  
 

Some of the following signs may be indicators of child sexual exploitation:  

• children who appear with unexplained gifts or new possessions; 
• children who associate with other young people involved in exploitation;  
• children who have older boyfriends or girlfriends;  
• children who suffer from sexually transmitted infections or become 

pregnant;  
• children who suffer from changes in emotional well-being;  
• children who misuse drugs and alcohol;  
• children who go missing for periods of time or regularly come home late; 

and  
• children who regularly miss school or education or do not take part in 

education. 
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Child criminal exploitation: county lines  

Criminal exploitation of children is a geographically widespread form of harm that is a 
typical feature of county lines criminal activity, drug networks or gangs groom and 
exploit children and young people to carry drugs and money from urban areas to 
suburban and rural areas, market and seaside towns. Key to identifying potential 
involvement in county lines are missing episodes, when the victim may have been 
trafficked for the purpose of transporting drugs and a referral to the National Referral 
Mechanism15 should be considered. Like other forms of abuse and exploitation, 
county lines exploitation:  

• can affect any child or young person (male or female) under the age of 18 
years; 

• can affect any vulnerable adult over the age of 18 years;  
• can still be exploitation even if the activity appears consensual;  
• can involve force and/or enticement-based methods of compliance and is 

often accompanied by violence or threats of violence;  
• can be perpetrated by individuals or groups, males or females, and young 

people or adults; and  
• is typified by some form of power imbalance in favour of those perpetrating 

the exploitation. Whilst age may be the most obvious, this power imbalance 
can also be due to a range of other factors including gender, cognitive 
ability, physical strength, status, and access to economic or other 
resources. 

Domestic abuse 

The cross-government definition of domestic violence and abuse is: 

 Any incident or pattern of incidents of controlling, coercive, threatening behaviour, 
violence or abuse between those aged 16 or over who are, or have been, intimate 
partners or family members regardless of gender or sexuality. The abuse can 
encompass, but is not limited to: 

• psychological; 
• physical; 
• sexual; 
• financial; and 
• emotional. 

 

 
15 national crime agency human-trafficking.  

http://www.nationalcrimeagency.gov.uk/about-us/what-we-do/specialist-capabilities/uk-human-trafficking-centre/national-referral-mechanism
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Exposure to domestic abuse and/or violence can have a serious, long lasting 
emotional and psychological impact on children. In some cases, a child may 
blame themselves for the abuse or may have had to leave the family home as a 
result. Domestic abuse affecting young people can also occur within their 
personal relationships, as well as in the context of their home life. 

Advice on identifying children who are affected by domestic abuse and how they 
can be helped is available at:   

• NSPCC- UK domestic-abuse Signs Symptoms Effects 
• Refuge what is domestic violence/effects of domestic violence on 

children 
• Safelives: young people and domestic abuse.  

Homelessness 

Being homeless or being at risk of becoming homeless presents a real risk to a 
child’s welfare. The designated safeguarding lead (and any deputies) should be 
aware of contact details and referral routes in to the Local Housing Authority so they 
can raise/progress concerns at the earliest opportunity. Indicators that a family may 
be at risk of homelessness include household debt, rent arrears, domestic abuse 
and anti-social behaviour, as well as the family being asked to leave a property. 
Whilst referrals and/or discussion with the Local Housing Authority should be 
progressed as appropriate, and in accordance with local procedures, this does not, 
and should not, replace a referral into children’s social care where a child has been 
harmed or is at risk of harm.  

The Homelessness Reduction Act 2017 places a new legal duty on English councils 
so that everyone who is homeless or at risk of homelessness will have access to 
meaningful help including an assessment of their needs and circumstances, the 
development of a personalised housing plan, and work to help them retain their 
accommodation or find a new place to live. The following factsheets usefully 
summarise the new duties: Homeless Reduction Act Factsheets. The new duties 
shift focus to early intervention and encourage those at risk to seek support as soon 
as possible, before they are facing a homelessness crisis.  

In most cases school and college staff will be considering homelessness in the 
context of children who live with their families, and intervention will be on that basis. 
However, it should also be recognised in some cases 16 and 17 year olds could be 
living independently from their parents or guardians, for example through their 
exclusion from the family home, and will require a different level of intervention and 
support. Children’s services will be the lead agency for these young people and the 
designated safeguarding lead (or a deputy) should ensure appropriate referrals are 

https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse/signs-symptoms-effects/
http://www.refuge.org.uk/get-help-now/what-is-domestic-violence/effects-of-domestic-violence-on-children/
http://www.refuge.org.uk/get-help-now/what-is-domestic-violence/effects-of-domestic-violence-on-children/
http://www.safelives.org.uk/knowledge-hub/spotlights/spotlight-3-young-people-and-domestic-abuse
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
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made based on the child’s circumstances. The department and the Ministry of 
Housing, Communities and Local Government have published joint statutory 
guidance on the provision of accommodation for 16 and 17 year olds who may be 
homeless and/or require accommodation: here. 

So-called ‘honour-based’ violence (including Female 

Genital Mutilation and Forced Marriage)   

So-called ‘honour-based’ violence (HBV) encompasses incidents or crimes which 
have been committed to protect or defend the honour of the family and/or the 
community, including female genital mutilation (FGM), forced marriage, and 
practices such as breast ironing. Abuse committed in the context of preserving 
“honour” often involves a wider network of family or community pressure and can 
include multiple perpetrators. It is important to be aware of this dynamic and 
additional risk factors when deciding what form of safeguarding action to take. All 
forms of HBV are abuse (regardless of the motivation) and should be handled and 
escalated as such. Professionals in all agencies, and individuals and groups in 
relevant communities, need to be alert to the possibility of a child being at risk of 
HBV, or already having suffered HBV.  

Actions  

If staff have a concern regarding a child that might be at risk of HBV or who has 
suffered from HBV, they should speak to the designated safeguarding lead (or 
deputy). As appropriate, they will activate local safeguarding procedures, using 
existing national and local protocols for multi-agency liaison with police and 
children’s social care. Where FGM has taken place, since 31 October 2015 there 
has been a mandatory reporting duty placed on teachers16 that requires a 
different approach (see following section).   

FGM  

FGM comprises all procedures involving partial or total removal of the external 
female genitalia or other injury to the female genital organs. It is illegal in the UK 
and a form of child abuse with long-lasting harmful consequences.  

 
16 Under Section 5B(11)(a) of the Female Genital Mutilation Act 2003, “teacher” means, in relation to England, a 
person within section 141A(1) of the Education Act 2002 (persons employed or engaged to carry out teaching 
work at schools and other institutions in England).   

https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
https://www.gov.uk/government/publications/provision-of-accommodation-for-16-and-17-year-olds-who-may-be-homeless-and-or-require-accommodation
https://www.gov.uk/government/publications/homelessness-reduction-bill-policy-factsheets
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FGM mandatory reporting duty for teachers 

Section 5B of the Female Genital Mutilation Act 2003 (as inserted by section 74 of 
the Serious Crime Act 2015) places a statutory duty upon teachers along with 
regulated health and social care professionals in England and Wales, to report to 
the police where they discover (either through disclosure by the victim or visual 
evidence) that FGM appears to have been carried out on a girl under 18. Those 
failing to report such cases will face disciplinary sanctions. It will be rare for 
teachers to see visual evidence, and they should not be examining pupils or 
students, but the same definition of what is meant by “to discover that an act of 
FGM appears to have been carried out” is used for all professionals to whom this 
mandatory reporting duty applies. Information on when and how to make a report 
can be found at: Mandatory reporting of female genital mutilation procedural 
information.   

Teachers must personally report to the police cases where they discover that an 
act of FGM appears to have been carried out.17 Unless the teacher has good 
reason not to, they should still consider and discuss any such case with the 
school’s or college’s designated safeguarding lead (or deputy) and involve 
children’s social care as appropriate. The duty does not apply in relation to at risk 
or suspected cases (i.e. where the teacher does not discover that an act of FGM 
appears to have been carried out, either through disclosure by the victim or visual 
evidence) or in cases where the woman is 18 or over. In these cases, teachers 
should follow local safeguarding procedures. The following is a useful summary of 
the FGM mandatory reporting duty: FGM Fact Sheet.  

Forced marriage  

Forcing a person into a marriage is a crime in England and Wales. A forced 
marriage is one entered into without the full and free consent of one or both 
parties and where violence, threats or any other form of coercion is used to cause 
a person to enter into a marriage. Threats can be physical or emotional and 
psychological. A lack of full and free consent can be where a person does not 
consent or where they cannot consent (if they have learning disabilities, for 
example). Nevertheless, some communities use religion and culture as a way to 
coerce a person into marriage. Schools and colleges can play an important role in 
safeguarding children from forced marriage.  

The Forced Marriage Unit has published statutory guidance and Multi-agency 
guidelines, pages 35-36 of which focus on the role of schools and colleges. 

 
17 Section 5B(6) of the Female Genital Mutilation Act 2003 states teachers need not report a case to the police if 
they have reason to believe that another teacher has already reported the case. 

https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/publications/mandatory-reporting-of-female-genital-mutilation-procedural-information
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/496415/6_1639_HO_SP_FGM_mandatory_reporting_Fact_sheet_Web.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322310/HMG_Statutory_Guidance_publication_180614_Final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/322307/HMG_MULTI_AGENCY_PRACTICE_GUIDELINES_v1_180614_FINAL.pdf
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School and college staff can contact the Forced Marriage Unit if they need advice 
or information: Contact: 020 7008 0151 or email fmu@fco.gov.uk. 

Preventing radicalisation  

Children are vulnerable to extremist ideology and radicalisation. Similar to 
protecting children from other forms of harms and abuse, protecting children from 
this risk should be a part of a schools’ or colleges’ safeguarding approach. 

Extremism18 is the vocal or active opposition to our fundamental values, including 
democracy, the rule of law, individual liberty and the mutual respect and tolerance 
of different faiths and beliefs. This also includes calling for the death of members 
of the armed forces. Radicalisation19 refers to the process by which a person 
comes to support terrorism and extremist ideologies associated with terrorist 
groups.  

There is no single way of identifying whether a child is likely to be susceptible to 
an extremist ideology. Background factors combined with specific influences such 
as family and friends may contribute to a child’s vulnerability. Similarly, 
radicalisation can occur through many different methods (such as social media) 
and settings (such as the internet).  

However, it is possible to protect vulnerable people from extremist ideology and 
intervene to prevent those at risk of radicalisation being radicalised. As with other 
safeguarding risks, staff should be alert to changes in children’s behaviour, which 
could indicate that they may be in need of help or protection. Staff should use 
their judgement in identifying children who might be at risk of radicalisation and 
act proportionately which may include the designated safeguarding lead (or 
deputy) making a referral to the Channel programme. 

The Prevent duty  

All schools and colleges are subject to a duty under section 26 of the Counter-
Terrorism and Security Act 2015 (the CTSA 2015), in the exercise of their 
functions, to have “due regard20 to the need to prevent people from being drawn 
into terrorism”.21 This duty is known as the Prevent duty. 

 
18 As defined in the Government’s Counter Extremism Strategy. 
19 As defined in the Revised Prevent Duty Guidance for England and Wales. 
20 According to the Prevent duty guidance ‘having due regard’ means that the authorities should place an 
appropriate amount of weight on the need to prevent people being drawn into terrorism when they consider all 
the other factors relevant to how they carry out their usual functions.  
21 “Terrorism” for these purposes has the same meaning as for the Terrorism Act 2000 (section 1(1) to (4) of that 
Act).  

mailto:fmu@fco.gov.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/470088/51859_Cm9148_Accessible.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/445977/3799_Revised_Prevent_Duty_Guidance__England_Wales_V2-Interactive.pdf
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The Prevent duty should be seen as part of schools’ and colleges’ wider 
safeguarding obligations. Designated safeguarding leads and other senior leaders 
should familiarise themselves with the revised Prevent duty guidance: for England 
and Wales, especially paragraphs 57-76, which are specifically concerned with 
schools (and also covers childcare). The guidance is set out in terms of four 
general themes: risk assessment, working in partnership, staff training, and IT 
policies.  

Additional support 

The department has published advice for schools on the Prevent duty. The advice 
is intended to complement the Prevent guidance and signposts other sources of 
advice and support.  

There is additional guidance: Prevent duty guidance: for further education 
institutions in England and Wales that applies to colleges.   

Educate Against Hate, a website launched by the Her Majesty’s Government has 
been developed to support and equip school and college leaders, teachers, and 
parents with information, tools and resources (including on the promotion of 
fundamental British values) to help recognise and address extremism and 
radicalisation in young people. The platform provides information on and access 
to training resources for teachers, staff and school and college leaders, some of 
which are free such as Prevent e-learning, via the Prevent Training catalogue. 

Channel  

Channel is a programme which focuses on providing support at an early stage to 
people who are identified as being vulnerable to being drawn into terrorism. It 
provides a mechanism for schools to make referrals if they are concerned that an 
individual might be vulnerable to radicalisation. An individual’s engagement with 
the programme is entirely voluntary at all stages. Guidance on Channel is 
available at: Channel guidance, and a Channel awareness e-learning programme 
is available for staff at: Channel General Awareness.  

The school’s or college’s designated safeguarding lead (and any deputies) should 
be aware of local procedures for making a Channel referral. As a Channel partner, 
the school or college may be asked to attend a Channel panel to discuss the 
individual referred to determine whether they are vulnerable to being drawn into 
terrorism and consider the appropriate support required.  

https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/prevent-duty-guidance
https://educateagainsthate.com/
http://educateagainsthate.com/
https://www.gov.uk/government/publications/channel-guidance
http://course.ncalt.com/Channel_General_Awareness/01/index.html
http://course.ncalt.com/Channel_General_Awareness
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Peer on peer abuse 

Children can abuse other children. This is generally referred to as peer on peer 
abuse and can take many forms. This can include (but is not limited to): bullying 
(including cyberbullying); sexual violence and sexual harassment; physical abuse 
such as hitting, kicking, shaking, biting, hair pulling, or otherwise causing physical 
harm; sexting and initiation/hazing type violence and rituals.  

Sexual violence and sexual harassment between children 

in schools and colleges 

Context 

Sexual violence and sexual harassment can occur between two children of any age 
and sex. It can also occur through a group of children sexually assaulting or sexually 
harassing a single child or group of children.  

Children who are victims of sexual violence and sexual harassment will likely find the 
experience stressful and distressing. This will, in all likelihood, adversely affect their 
educational attainment. Sexual violence and sexual harassment exist on a 
continuum and may overlap, they can occur online and offline (both physical and 
verbal) and are never acceptable. It is important that all victims are taken seriously 
and offered appropriate support. Staff should be aware that some groups are 
potentially more at risk. Evidence shows girls, children with SEND and LGBT 
children are at greater risk.  

Staff should be aware of the importance of:  

• making clear that sexual violence and sexual harassment is not acceptable, 
will never be tolerated and is not an inevitable part of growing up; 

• not tolerating or dismissing sexual violence or sexual harassment as “banter”, 
“part of growing up”, “just having a laugh” or “boys being boys”; and 

• challenging behaviours (potentially criminal in nature), such as grabbing 
bottoms, breasts and genitalia, flicking bras and lifting up skirts. Dismissing or 
tolerating such behaviours risks normalising them. 

What is sexual violence and sexual harassment? 

Sexual violence 

It is important that school and college staff are aware of sexual violence and the fact 
children can, and sometimes do, abuse their peers in this way. When referring to 
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sexual violence we are referring to sexual violence offences under the Sexual 
Offences Act 200322 as described below: 

Rape: A person (A) commits an offence of rape if: he intentionally penetrates the 
vagina, anus or mouth of another person (B) with his penis, B does not consent to 
the penetration and A does not reasonably believe that B consents.  

Assault by Penetration: A person (A) commits an offence if: s/he intentionally 
penetrates the vagina or anus of another person (B) with a part of her/his body or 
anything else, the penetration is sexual, B does not consent to the penetration and A 
does not reasonably believe that B consents. 

Sexual Assault: A person (A) commits an offence of sexual assault if: s/he 
intentionally touches another person (B), the touching is sexual, B does not consent 
to the touching and A does not reasonably believe that B consents. 

What is consent?23 Consent is about having the freedom and capacity to choose. 
Consent to sexual activity may be given to one sort of sexual activity but not another, 
e.g.to vaginal but not anal sex or penetration with conditions, such as wearing a 
condom. Consent can be withdrawn at any time during sexual activity and each time 
activity occurs. Someone consents to vaginal, anal or oral penetration only if s/he 
agrees by choice to that penetration and has the freedom and capacity to make that 
choice.24 

Sexual harassment 

When referring to sexual harassment we mean ‘unwanted conduct of a sexual 
nature’ that can occur online and offline. When we reference sexual harassment, we 
do so in the context of child on child sexual harassment. Sexual harassment is likely 
to: violate a child’s dignity, and/or make them feel intimidated, degraded or 
humiliated and/or create a hostile, offensive or sexualised environment. 

Whilst not intended to be an exhaustive list, sexual harassment can include: 

• sexual comments, such as: telling sexual stories, making lewd comments, 
making sexual remarks about clothes and appearance and calling someone 
sexualised names;  

• sexual “jokes” or taunting;  
• physical behaviour, such as: deliberately brushing against someone, 

interfering with someone’s clothes (schools and colleges should be 

 
22 Legislation.gov.uk  
23 It is important school and college staff (and especially designated safeguarding leads and their deputies) 
understand consent. This will be especially important if a child is reporting they have been raped. More 
information: here. 
24 PSHE Teaching about consent from the PSHE association provides advice and lesson plans to teach consent at Key stage 3 
and 4.   

https://www.legislation.gov.uk/ukpga/2003/42/contents
https://www.disrespectnobody.co.uk/consent/what-is-consent/
https://www.pshe-association.org.uk/curriculum-and-resources/resources/guidance-teaching-about-consent-pshe-education-key
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considering when any of this crosses a line into sexual violence - it is 
important to talk to and consider the experience of the victim) and displaying 
pictures, photos or drawings of a sexual nature; and  

• online sexual harassment. This may be standalone, or part of a wider pattern 
of sexual harassment and/or sexual violence.25 It may include: 
 
• non-consensual sharing of sexual images and videos;  
• sexualised online bullying;   
• unwanted sexual comments and messages, including, on social media;  
• sexual exploitation; coercion and threats; and 
• upskirting. 

Upskirting26 

‘Upskirting’ typically involves taking a picture under a person’s clothing without them 
knowing, with the intention of viewing their genitals or buttocks to obtain sexual 
gratification, or cause the victim humiliation, distress or alarm. It is now a criminal 
offence.  

The response to a report of sexual violence or sexual 

harassment 

The initial response to a report from a child is important. It is essential that all victims 
are reassured that they are being taken seriously and that they will be supported and 
kept safe. A victim should never be given the impression that they are creating a 
problem by reporting sexual violence or sexual harassment. Nor should a victim ever 
be made to feel ashamed for making a report. 

If staff have a concern about a child or a child makes a report to them, they should 
follow the referral process as set out from paragraph 36 in Part one of this guidance. 
As is always the case, if staff are in any doubt as to what to do they should speak to 
the designated safeguarding lead (or a deputy).  

 
  

 
25 Project deSHAME from Childnet provides useful research, advice and resources regarding online sexual 
harassment.   
26Additional information can be found at GOV.UK.  

 

http://www.childnet.com/our-projects/project-deshame
https://www.gov.uk/government/news/upskirting-law-comes-into-force
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Additional advice and support 

Abuse or 
Safeguarding 
issue 

Link to Guidance/Advice Source 

Abuse 

 

 

 

What to do if you're worried a child is being abused DfE advice  

Domestic abuse: Various Information/Guidance  Home Office 

Faith based abuse: National Action Plan  DfE advice 

Relationship abuse: disrespect nobody Home Office website 

Bullying Preventing bullying including cyberbullying   DfE advice  

Children and the 
courts 

Advice for 5-11-year olds witnesses in criminal courts MoJ advice 

Advice for 12-17 year old witnesses in criminal courts MoJ advice 

Children missing 
from education, 
home or care 

Children missing education  DfE statutory guidance 

Child missing from home or care  DfE statutory guidance 

Children and adults missing strategy  Home Office strategy 

Children with 
family members in 
prison 

National Information Centre on Children of Offenders Barnardo’s in partnership 
with Her Majesty’s Prison 
and Probation Service 
(HMPPS) advice  

Child Exploitation 

 

 

County Lines: criminal exploitation of children and vulnerable adults  Home Office guidance 

Child sexual exploitation: guide for practitioners  DfE   

Trafficking: safeguarding children DfE and HO guidance 

Drugs 

 

 

 

Drugs: advice for schools  DfE and ACPO advice 

Drug strategy 2017  Home Office strategy 

Information and advice on drugs   Talk to Frank website  

ADEPIS platform sharing information and resources for schools: 
covering drug (& alcohol) prevention 

Website developed by 
Mentor UK 

“Honour Based 
Violence” 

(so called) 

 

Female genital mutilation: information and resources Home Office 

Female genital mutilation: multi agency statutory guidance  DfE, DH, and HO 
statutory guidance 

Forced marriage: statutory guidance and government advice  Foreign Commonwealth 
Office and Home Office  

https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/domestic-violence-and-abuse
https://www.gov.uk/government/publications/national-action-plan-to-tackle-child-abuse-linked-to-faith-or-belief
https://www.disrespectnobody.co.uk/relationship-abuse/what-is-relationship-abuse/
https://www.gov.uk/government/publications/preventing-and-tackling-bullying
http://formfinder.hmctsformfinder.justice.gov.uk/ywp-5-11-eng.pdf
http://formfinder.hmctsformfinder.justice.gov.uk/ywp-12-17-eng.pdf
https://www.gov.uk/government/publications/children-missing-education
https://www.gov.uk/government/publications/children-who-run-away-or-go-missing-from-home-or-care
https://www.gov.uk/government/publications/missing-children-and-adults-strategy
https://www.nicco.org.uk/
https://www.gov.uk/government/publications/criminal-exploitation-of-children-and-vulnerable-adults-county-lines
https://www.gov.uk/government/publications/child-sexual-exploitation-definition-and-guide-for-practitioners
https://www.gov.uk/government/publications/safeguarding-children-who-may-have-been-trafficked-practice-guidance
https://www.gov.uk/government/publications/drugs-advice-for-schools
https://www.gov.uk/government/publications/drug-strategy-2017
http://www.talktofrank.com/
http://mentor-adepis.org/
http://mentor-adepis.org/
https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/publications/multi-agency-statutory-guidance-on-female-genital-mutilation
https://www.gov.uk/forced-marriage
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Health and Well-
being 

 

 

 

Fabricated or induced illness: safeguarding children  DfE, Department for 
Health and Home Office 

Rise Above: Free PSHE resources on health, wellbeing and 
resilience  

Public Health England 
resources 

Medical-conditions: supporting pupils at school  DfE statutory guidance 

Mental health and behaviour DfE advice 

Homelessness Homelessness: How local authorities should exercise their functions MHCLG 

Online Sexting: responding to incidents and safeuarding children  UK Council for Child 
Internet Safety  

Private fostering Private fostering: local authorities   DfE - statutory guidance  

Radicalisation 

 

 

Prevent duty guidance Home Office guidance 

Prevent duty advice for schools  DfE advice 

Educate Against Hate Website DfE and Home Office  

Violence 

 

Gangs and youth violence: for schools and colleges  Home Office advice  

Ending violence against women and girls 2016-2020 strategy  Home Office strategy 

Violence against women and girls: national statement of 
expectations for victims  

Home Office guidance 

Sexual violence and sexual harassment between children in schools 
and colleges   

DfE advice 

Serious violence strategy  Home Office Strategy 

 

https://www.gov.uk/government/publications/safeguarding-children-in-whom-illness-is-fabricated-or-induced
https://www.pshe-association.org.uk/curriculum-and-resources/resources/rise-above-schools-teaching-resources
https://www.pshe-association.org.uk/curriculum-and-resources/resources/rise-above-schools-teaching-resources
https://www.gov.uk/government/publications/supporting-pupils-at-school-with-medical-conditions--3
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/guidance/homelessness-code-of-guidance-for-local-authorities
https://www.gov.uk/government/groups/uk-council-for-child-internet-safety-ukccis
https://www.gov.uk/government/publications/children-act-1989-private-fostering
https://www.gov.uk/government/publications/prevent-duty-guidance
https://www.gov.uk/government/publications/protecting-children-from-radicalisation-the-prevent-duty
http://educateagainsthate.com/
https://www.gov.uk/government/publications/advice-to-schools-and-colleges-on-gangs-and-youth-violence
https://www.gov.uk/government/publications/strategy-to-end-violence-against-women-and-girls-2016-to-2020
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://www.gov.uk/government/publications/violence-against-women-and-girls-national-statement-of-expectations
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/sexual-violence-and-sexual-harassment-between-children-in-schools-and-colleges
https://www.gov.uk/government/publications/serious-violence-strategy
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