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SAFEGUARDING/CHILD PROTECTION PRO-FORMA

	Name of establishment/service: Name of council


The Head of Centre/Headteacher/Principal/Head of Service/Director of Education should arrange for responses to be provided to the following questions, indicating particular strengths or development required in each section.  The Managing Inspector (MI) and/or delegated team member will discuss the pro-forma information provided with relevant staff during the inspection/review to add comments/evaluations as relevant.  This electronic shell will expand to take text of responses but can also be completed by hand.  Additional space is available on the fourth page of this pro-forma to allow for further entries/handwritten text if required prior to discussion with MI.  This pro-forma must be signed and dated by the person who provides initial entries.

	Is there a Policy(ies) in place to safeguard, as relevant, children, young people and vulnerable adults?  Please provide details.
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Evidence: (eg date of policy/when last reviewed or due for review)



	Have all staff been trained in Child Protection/Safeguarding policy and procedures? [eg support staff; visiting specialist teachers and instructors/tutors; staff involved with outdoor/residential education, arts and sports education; steps taken to provide parents/carers/helpers involved with children with guidance on safe working practices.]  Please describe training provided centrally and expectations for local training initiatives.
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Evidence: (eg induction training – staff CPD record maintained?/annual refresher training/volunteer checks)



	Please provide brief details of any recent or current allegations (and by whom) which should be drawn to the attention of the inspection/review team regarding abuse (physical, bullying, emotional, sexual, neglect) of children, young people and vulnerable adults.  

	Evidence:




	Please provide brief details of any recent or current complaints/concerns about staff in relation to their conduct towards children, young people or vulnerable adults.  

	Evidence:



	Please briefly describe how these concerns are recorded eg according to local or national policy?  Who maintains such records, where are these held and who has access to them?

	Evidence:



	Please describe steps taken, where appropriate, to draw these concerns to the attention of relevant board of management/local authority staff/police.  

	Evidence:



	Have children, young people and vulnerable adults access to an independent complaints procedure?  Please provide details.

Is there a named member of staff who oversees complaints?  Please provide details.
	Yes

Yes
	 FORMCHECKBOX 

 FORMCHECKBOX 

	No

No
	 FORMCHECKBOX 

 FORMCHECKBOX 


	Evidence:



	How do you ensure that particular groups at risk, for example learners with additional support needs, LAC/LAAC, are known to relevant staff and their specific needs addressed?

	Evidence:



	What are the procedures in place to ensure that children, young people and vulnerable adults who live in families where substance/alcohol abuse and/or domestic violence is/are present, are known and supported effectively, including effective inter-agency partnership working?

	Evidence:



	Where relevant, describe any procedures for tracking the whereabouts of learners absent from centre/ school/college placement, (a) for a day (b) those at risk, including the excluded, those removed from the school roll in the last 12 months, those on part-time placements, those whose whereabouts are uncertain, and those absent for lengthy periods due to illness.  

If appropriate, describe the arrangements made for these individuals at (b) to ensure they receive a regular and sufficient amount of educational support and/or signal gaps in provision.

	Evidence:



	Describe the procedures in place related to the safe recruitment and selection of staff and volunteers, including training and supervision arrangements.  Are there clear procedures, consistently applied, regarding Disclosure Scotland checks? 

	Evidence:



	Provide details of any Child Protection Coordinator (CPC), or similar, appointed for the centre/school/ college/service/Council.  Give brief details of any specific training programmes which such a post holder must undertake.  Provide details of any Deputy CPC appointed.

	Evidence:



	What steps are taken to ensure that ICT is not used in an abusive manner eg safe use of Internet policy, bullying involving text messaging, mobile telephone photographic images etc?
How do you ensure children and young people use the internet safely but take increasing responsibility for its safe use as they get older?  Is there e-safety training for staff, children and young people?

	Evidence:




	Additional notes provided by centre/school/college/service/Council

	


	Head of Centre/Headteacher/Principal/Head of Service/Director of Education or nominee

Signature: 
Name: 

Post Held: 



. 
Date: 
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