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Policy & Procedures on Safeguarding and Child Protection

Mission Statement

Our mission at St George’s is to deliver an exciting and engaging academic curriculum
in an environment where our children flourish, whilst developing the values,
knowledge and skills to thrive in a complex world,; where we are ready to make a
difference, locally and globally; and where we celebrate creativity, collaboration and
innovation. We aspire to send St George’s students into the world as kind, confident
and wise individuals ready to contribute and participate fully in the challenges of the
21st century.
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Principles of Safeguarding

St George’s School recognises its clear responsibility to safeguard and promote the
welfare and wellbeing of all students in its care. All members of staff and Governors
share this responsibility and understand that they must report any suspicion of abuse,
neglect and/or exploitation occurring to any student in our community. In all cases
strict confidentiality must be maintained. No concern or incident is too small.

Staff should be aware that many of the concerns and issues addressed in these
documents are safeguarding concerns. At all times, our approach is child centred,
taking into consideration what is in the best interest of the child or young person in
our care. We strive for constant vigilance and actively promote the wellbeing and
safety of every member of our community.

This policy should be read in conjunction with the following:
e Anti-bullying Policy
¢ Behaviour and Discipline Policy
¢ Online and E-safety Policy
e PSHE & RSE Policy
e Safer Recruitment
e Staff Code of Conduct
e Student Wellbeing Policy
¢ Whistleblowing Policy

This policy applies to all staff, volunteers and governors. It is consistent with the local
safeguarding arrangements of the Grand Duchy of Luxembourg and the statutory
duties for a British School Overseas (BSO).

Definition of Safeguarding
St George's defines safeguarding as:

e Protecting children from maltreatment (abuse, neglect and or exploitation);

e Preventing the impairment of children’s mental and physical health or
development;

e Ensuring the provision of safe and effective care for all pupils; and

e Taking action to enable all children to have the best outcomes.
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Aims and Objectives

St George's School is committed to safeguarding, protecting and promoting the
welfare of children and young people and requires all staff and governors to share this
commitment.

We recognise that high self-esteem, confidence, supportive friends and clear lines of
communication with trusted adults help to protect children. We seek to build a culture
and environment where children feel secure, are encouraged to talk and know that
they will be listened to, with staff making time to support children whenever the need
arises. We are aware that SEND students may experience lower confidence and self-
esteem and find it harder to disclose to trusted adults, potentially making them more
vulnerable to abuse.

We undertake to:

e Provide a culture in school where all children, and particularly those with SEND,
feel secure, valued, respected and encouraged to talk and know they will be
listened to;

e Follow best practice from Luxembourg authorities and the statutory advice in
the UK Government’s Department for Education (DofE) document, Keeping
Children Safe in Education (2024) and the Statutory Framework for the early
years foundation stage (October 2024);

e Monitor and review policy and procedures every year; and

e Provide training, support and counselling for staff whenever the need arises.

Safeguarding Structure

The Designated Safeguarding Lead (DSL) School Nurse
Deputy DSL Secondary Deputy Head Personal Development
Deputy DLS Primary Pastoral & Safeguarding Coordinator

Safeguarding Officers:

The Principal, Heads of Primary and Secondary and all members of the Leadership
Teams in both sections of the school have Level 3 Safeguarding training and serve as
Safeguarding Officers. Safeguarding is a standing item for all operational meetings in
Primary Leadership Team (PLT), Secondary Leadership Team (SLT) and Executive.
The Chair of Governors and the Safeguarding Governor are also trained and are the
first point of contact in the case of an allegation regarding the Principal. The names
and contact details of all members of the Safeguarding Team are in Appendix 1.
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Role of the Designated Safeguarding Lead (DSL)

The DSL takes lead responsibility for safeguarding and child protection in the school.
The DSL has the authority within the school to carry out the duties of the post, which
include:

e Ensuring that all staff (academic and administrative) know, understand and use
the school’s safeguarding and child protection policies appropriately;

e Advise and support staff about all aspects of safeguarding and child protection;

e Encourage a culture of listening to all children;

e Manage safeguarding referrals to children’s social care, the police and any other
relevant agencies;

e Participate in strategy discussions and inter-agency meetings;

e Liaise with the relevant officials at the local authority where referrals have been
made;

e Refer staff to relevant training courses and provide updates on the latest local
safeguarding provisions in Luxembourg;

e Work with the Leadership team and IT to ensure that filtering and monitoring
of all school systems protect children and ensure that their learning
environment is safe from potentially harmful and inappropriate material;

e Ensure that all child protection data and files are maintained securely;

e Transfer child protection files to a child’s new school;

e Undertake training and keep up to date with all developments to maintain the
knowledge and skills required to carry out the role, including Prevent awareness
training.

The DSL meets the Principal fortnightly to review incidents, action plans, referrals to
appropriate organisations, staff training and monitoring and the effective management
of safeguarding across the school.

Deputy DSL roles & the Safeguarding Team

Members of the Safeguarding Team including the Deputy Designated Safeguarding
Leads assist the DSL in providing support, advice and guidance to staff on welfare,
wellbeing, child protection and safeguarding matters. Deputy DSL roles are taken by
Heads of Year and Directors of Milepost, and they may be involved in meetings, actions
and follow-up to ensure that incidents are resolved, assessments and strategies to
address safeguarding and child protection. They will be called on to deputise for the
DSL in different sections of the school.
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The Board of Governors

The Principal is responsible for reporting issues related to safeguarding and child
protection to the Board of Governors.
Board members will not normally be given specific details relating to child protection
situations.
The Governor responsible for Safeguarding has the following
responsibilities:
e Acting as a critical friend — offering a listening ear on occasion to the
Safeguarding Team and providing support and advice where there are complex
decisions to be made.
¢ Ensuring that the safeguarding policy is reviewed regularly and kept up to
date.
e Having oversight of the procedure for training and recruitment of staff with
respect to safeguarding.
e Sharing expertise with the Board and raising the status and importance of
safeguarding, especially with new Board members.
e In the case of a disclosure / concern about safeguarding in which the
allegation is made against the Principal, the allegation should be passed to both
the Chair and the Safeguarding Governors.

Staff Recruitment

The school requires that necessary police checks are in place before any person is
employed or engaged by the school and by its suppliers. The school monitors closely
all personnel who work with children during induction and probationary phases.

Any concerns about the behaviour of a colleague should be reported immediately to
the Principal. This includes supply staff, contractors or volunteers. Any concerns about
the behaviour of the Principal should be reported immediately to the Chair of
Governors. Following an investigation, the school may report to the Luxembourg police
as well as any national agency in Luxembourg or outside Luxembourg, such as the UK
Teaching Regulation Agency.

Allegations concerning staff who no longer work at the school or historical allegations
will be reported to the Luxembourg police and any relevant national authorities
depending on the individual staff member’s nationality.

The Executive, Safeguarding Team and the Board of Governors will review effective
implementation of the safeguarding of children annually. Where there are concerns
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surrounding any colleague’s safeguarding and conduct around pupils, we will be
obliged to make reference to this to any future employer or school.
We undertake the following checks on all staff members:

e Verification of employment history;

e ICPC checks or equivalent for all countries where staff have lived for 3 months
or more whilst 18 years or older;

o All references are taken up and qualifications verified with issuing institutions;
and

e A review of online activity and other checks as necessary.

We maintain a Single Centre Register of all our staff and volunteers. This is a
centralised record of all the pre-employment checks conducted on all staff to ensure
they are suitable to work with children.

All school staff, contractors and volunteers are aware that inappropriate behaviour
towards students is unacceptable and that staff conduct towards students must be
beyond reproach. All staff understand that under both British and Luxembourg law, it
is an offence for a person over the age of 18 to have a sexual relationship with a
person under the age of 18 where the adult is in a position of trust, even if the
relationship is consensual. Any sexual activity between an adult and a student under
the age of 18 may be a criminal offence.

The school provides advice and guidance to staff regarding their personal online
activity and has strict rules regarding online contact and electronic communication
with students as outlined in the E-safety and Acceptable Use Policy 2024. Staff in
breach of the rules may be subject to investigation and disciplinary action.

Staff Training

We provide annual safeguarding training to all staff members. All new staff receive
safeguarding guidance during their induction, and we deliver annual safeguarding
training in relation to anti-bullying strategies, reporting and recording safeguarding
concerns and online safety during the school year through case studies, visiting
speakers and briefings from our Safeguarding Team.

Newly appointed staff complete Level 1 Basic Awareness training, a specialist briefing
from the Designated Safeguarding Lead (DSL) and training in use of CPOMS, our
reporting safeguarding software. All staff are required to read the updated
Safeguarding the Child Protection policy every year and KCSIE Part One. All members
of the Safeguarding Team receive Level 3 training every two years. Both September
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and January INSET days feature at least one session on safeguarding issues. All
governors are also trained regularly in safeguarding and safer recruitment.

In addition, our DSL shares updates via email, e-bulletins, website links and staff
meetings throughout the year.

Immediate action

Where staff recognise signs that give cause for concern (i.e. children in need of help
or who are at risk) they should make this known immediately to a Safeguarding Officer
and complete an incident report on CPOMS, the school’s on-line child protection and
safeguarding platform.

For the sake of the children, all cases must be treated confidentially by all of the people
involved. Staff should note that it is not their responsibility to diagnose abuse, but to
be aware of the different signs and indicators which may alert them to the possibility
that a child may be being harmed, and to take those concerns to the appropriate
Safeguarding Officer. Throughout this process, staff should always act in the best
interests of the child.

Key points:

1. In an emergency the priority is to take action to help the child;

2. Complete an incident/record of concern on CPOMS within 24 hours of the
incident;

3. Do not start your own investigation;

4. Share information on a need-to-know basis only — do not discuss the issue with
colleagues, friends or family;

5. Seek support from the DSL or relevant Safeguarding Officer if you are
distressed.

No concern or incident is too small. If you feel uncomfortable in any way after an
interaction with a student, use CPOMS to record these early concerns. This helps to
build a picture of a student’s welfare and well-being.

Procedures

There are five key elements to the safeguarding of children:
e recognise,
e respond,
e report,
e record the abuse or concern,
* review.
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Staff must be able to recognise signs of children in need of help and/or at risk,
including signs of possible abuse.

Recognise

Respond

Staff must be able to respond appropriately if a child makes a disclosure to them about
a safeguarding need or possible abuse or if they suspect a child is suffering from
possible abuse.

Report
Staff must report the concerns/disclosure to the appropriate person(s).

Record

Staff must record all information (details of observations, disclosures, concerns and
actions taken) relating to the safeguarding issue using the CPOMS system within 24
hours of a disclosure, incident or concern.

Review

The Safeguarding Team and DSL are responsible for regular reviews of safeguarding
incidents, termly overviews and an annual review of policies and practices.

Recognising types of abuse

To ensure that our students are protected from harm, we need to understand what
types of behaviour constitute abuse and neglect. Abuse and neglect are forms of
maltreatment. Somebody may abuse or neglect a child by inflicting harm, for example
by hitting them, or by failing to act to prevent harm, for example by leaving a small
child home alone. Abuse may be committed by adult men or women and by other
children and young people.

The four types of abuse are:

e Physical Abuse

e Emotional Abuse

e Sexual Abuse

e Neglect, including affluent neglect

A child may be experiencing one or several types of abuse, and all these types of
abuse can take place between children (child-on-child abuse). These are set out in
Appendix Two with indicators of abuse. This can include bullying behaviour, including
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cyber-bullying. We encourage children to report child-on-child abuse and will tackle it
through our Anti-Bullying policy and our Behaviour Policy. All incidents should be
reported through CPOMS.

Online safety, filtering & monitoring

The school uses a range of filtering and monitoring systems on site to manage content
available to students, who can contact students and the personal conduct of our
students online. We have put in place security protections and procedures to
safeguard students, staff and systems. These processes and systems are reviewed by
the Executive, the IT department and Governors every year and shared across the
community through the Online and E-safety Policy.

Handling disclosures

If a student talks to a member of staff about any risks to their safety or wellbeing, the
staff member will, at the appropriate time, let the student know that to help them
they must pass the information on to the Safeguarding Team. Students should be
reassured that all disclosures will be treated confidentially and sensitively.

During their conversations staff will:

e allow students to speak freely;

e remain calm and not overreact;

e give reassuring nods or words of comfort —‘I'm so sorry this has happened’, '
want to help’, ‘This isn't your fault’, *You are doing the right thing in talking to
me’;

e not be afraid of silences

e not ask investigative questions — such as how many times this has happened,
whether it happens to siblings, or what does student’s mother think about it;

e not automatically offer any physical touch as comfort;

e avoid admonishing the child for not disclosing earlier. Saying things such as ‘I
do wish you had told me about this when it started” may be interpreted by the
child to mean that they have done something wrong;

e explain next steps to the student, including the need to report the disclosure;

e ensure the student understands that their disclosure will remain confidential
but cannot be kept secret from the Safeguarding Team;

e report verbally to the DSL even if the child has promised to do it by themselves;

e complete CPOMS and alert a member of the Safeguarding Team as soon as
possible; and

e seek support if they feel distressed.

10
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Notifying parents

Normally, the relevant Safeguarding Officer will seek to discuss concerns about a
student with the child’s parents. The Safeguarding Team will contact the parent in the
event of a concern, suspicion or disclosure.

Our focus is the safety and well-being of the students. If the school believes that
notifying parents could increase the risk to the child or exacerbate the problem, we
will first seek advice from the specialist unit of the Luxembourg police before we
contact parents.

Confidentiality and sharing information

Staff should only discuss concerns and incidents with the Safeguarding Team, the
Principal or Chair of Governors and Safeguarding Governor (depending on who is the
subject of the concern). The Safeguarding Team will decide whether anyone else
needs to have the information and will disseminate this on a need-to-know basis.
Members of the Safeguarding Team should reassure staff that any concern, incident
or disclosure is being acted upon although they are not able to share further details.
Both British and Luxembourg advice is that where senior leaders have failed to act on
concerns raised by staff, any member of staff may contact the police if they feel there
is an immediate danger to a child.

Whistleblowing if there are concerns about a colleague

Where staff are concerned about the conduct of a colleague, contractor or volunteer
and their behaviour towards a student, they should refer to the Whistleblowing policy,
remembering that the welfare of the child is paramount. The policy allows staff to
raise concerns in confidence allowing for a sensitive enquiry to take place.

Site security

Visitors to the school must sign in and wear a badge confirming that they have
permission to be on site. These will have colour-coded lanyards identifying the level
of safeguarding training and clearance of the visitor.

All visitors are expected to observe the school’s safeguarding and health & safety
regulations. The Principal will determine whether a visitor should be escorted or
supervised whilst on site.

Safeguarding during extended school activities and off-site activities

The school conducts risk assessments for all extended and off-site activities. Where
the school is providing and managing extended activities, all school policies covering

11
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safeguarding and child protection apply. Where other organisations or individuals
provide services or activities on behalf of the school, the school will check that
suppliers have appropriate safer recruitment and safeguarding training in place.

Risk assessments for day trips, residential visits and work-related activities include
checks to verify that effective child protection arrangements are in place.

Record keeping

All staff members are responsible for logging incidents on CPOMS to ensure that we
have clear, up to date records where we suspect or believe that a student may be at
risk from harm.

Colleagues should review the procedures around safeguarding disclosures in this
policy and in Appendix 3 and 4 which include instructions of what to log and how to
log information. The DSL and Safeguarding Team review the handling, timing and
recording of all student safeguarding matters and report these to the Safeguarding
Governor and the Board of Governors once per term.

Student records may be kept until the individual has reached 28 years of age.

Referrals

The DSL and the Principal will make a referral to the Service de la Protection de la
Jeunesse where we believe a student is at risk of significant harm including actions
that could be regarded as criminal. The student (subject to age and understanding)
and the parents will be told that a referral is being made, unless sharing this
information would increase the risk to the child.

Any member of staff may make a direct referral to the Service de la Protection de la
Jeunesse if they believe independent action is necessary to protect the child. Referrals
can be made to this address:

Cité Judiciaire — batiment PL

L — 2080 Luxembourg

tél: +352 47 59 81 —2259

fax: +352 47 59 81 - 2530

email: PL.SignalementsMineurs@justice.etat.lu

url: www.justice.lu

Parental responsibility

Whilst the school will make a referral to the Luxembourg authorities, parents should
note that the school is not able to submit a formal complaint or request an
investigation into actions that could be regarded as criminal. Any complaint or formal

12
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request for an investigation into possible criminal acts must be made by parents
through the Luxembourg Police and the Service de la Protection de la Jeunesse.

Reporting and sharing of information about staff

If a member of staff is convicted of abuse by a court in Luxembourg or elsewhere, the
school may report this to the relevant international authorities such as the UK
Disclosure and Barring Service (DBS) and Teachers Regulation Agency (TRA). The
school will also refer instances where a member of staff is dismissed for suspected
abuse to the Luxembourg authorities.

Measuring Progress

The DSL produces a report based on CPOMS for every Board meeting reviewing the
number of cases, the type of cases and measures taken to manage the case both
internally and where any referral needs to be made. The School also prepares an
annual Safeguarding Report for the Board of Governors. For pupils from Year 3 to Year
13, pupil progress is also measured through the responses and data analysis of PASS
assessments, conducted twice-yearly. These allow us to track vulnerable pupils,
prepare action plans for individuals, groups and year cohorts and to measure changes
in their overall wellbeing and self-regulation.

Communication

The School undertakes to ensure that pupils, staff and parents all understand the drive
to ensure that the school environment is safe, welcoming and supportive of wellbeing
and kindness.

This policy has been reviewed and approved by the Board of Governors

February 2025
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Appendix 1 Safeguarding Team 2024-25

Level 3 trained | Name Contact Email address

positions Number

Designated Fiona Ramage 423 224 100 f.ramage@st-georges.lu

Safeguarding Lead

(DSL)

Principal Zeba Clarke 423 224 100 principal@st-georges.lu

Head of Secondary Claire Simmonds | 423 224 100 secondaryhead @st-
georges.lu

Head of Primary Claire Nuttall 423 224 100 primaryhead @st-
georges.lu

Deputy Head Personal | Gareth Evans 423 224 100 deputyheadpd@st-

Development georges.lu

(Secondary)

Pastoral and Wellbeing | Emma Kelton 423 224 100 primarysafeguarding@st-

Coordinator (Primary) georges.lu

Deputy Head Primary | Ludmila Pillay 423 224 100 primarydeputy @st-
georges.lu

Director of Key Stage 5 | Sarah Roe 423 224 100 doks5@st-georges.lu

Head of Year 11 Camille Bloom 423 224 100 hoy1l1@st-georges.lu

Pastoral Coordinator Vanessa Barson | 423 224 100 pastoraladmin@st-
georges.lu

Governor in charge of | Mia Aouadi safeguarding@st-

Safeguarding georges.lu

14



mailto:f.ramage@st-georges.lu
mailto:principal@st-georges.lu
mailto:secondaryhead@st-georges.lu
mailto:secondaryhead@st-georges.lu
mailto:primaryhead@st-georges.lu
mailto:primaryhead@st-georges.lu
mailto:deputyheadpd@st-georges.lu
mailto:deputyheadpd@st-georges.lu
mailto:primarysafeguarding@st-georges.lu
mailto:primarysafeguarding@st-georges.lu
mailto:primarydeputy@st-georges.lu
mailto:primarydeputy@st-georges.lu
mailto:doks5@st-georges.lu
mailto:hoy11@st-georges.lu
mailto:pastoraladmin@st-georges.lu
mailto:pastoraladmin@st-georges.lu
mailto:safeguarding@st-georges.lu
mailto:safeguarding@st-georges.lu

'G ¢’
S' George's
International School, Luxembourg

ASBL

Appendix 2: Definitions and indicators of abuse

Four Categories of Abuse:

Physical abuse

Physical abuse is 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 (this used to be called
Munchausen’s Syndrome by Proxy but is now more usually referred to as fabricated
or induced illness).

It should be noted that in Luxembourg, all forms of corporal punishment are prohibited
in all settings, including home, school and all forms of day care.

Emotional abuse

Emotional abuse is the persistent emotional maltreatment of a child such as to cause
severe and persistent 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 participating in normal
social interaction. It may involve seeing or hearing the ill-treatment of another. It may
involve serious bullying (including cyber bullying), 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.

Sexual abuse

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 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

15
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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 also
commit acts of sexual abuse, as can other children.

Neglect
Neglect is 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 as a result of maternal substance abuse. Once a
child is born, neglect may involve a parent or carer failing to:
e provide adequate food, clothing and shelter (including exclusion from home or
abandonment);
e protect a child from physical and emotional harm or danger;
e ensure adequate supervision (including the use of inadequate care-givers); or
e ensure access to appropriate medical care or treatment. It may also include
neglect of, or unresponsiveness to, a child’s basic emotional needs.

Indicators of abuse

Physical signs define some types of abuse, for example, bruising, bleeding or broken
bones resulting from physical or sexual abuse, or injuries sustained while a child has
been inadequately supervised. The identification of physical signs is complicated, as
children may go to great lengths to hide injuries, often because they are ashamed or
embarrassed, or their abuser has threatened further violence or trauma if they ‘tell’.
It is also quite difficult for anyone without medical training to categorise injuries into
accidental or deliberate with any degree of certainty. For these reasons, it is vital that
staff are also aware of the range of behavioural indicators of abuse and report any
concerns to the designated safeguarding lead.

It is the responsibility of staff to report their concerns. It is not their
responsibility to investigate or decide whether a child has been abused.

A child who is being abused, neglected or exploited may:

e have bruises, bleeding, burns, fractures or other injuries
e show signs of pain or discomfort

e keep arms and legs covered, even in warm weather

e be concerned about changing for PE or swimming

e ook unkempt and uncared for

e change their eating habits

16
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e have difficulty in making or sustaining friendships

e appear fearful

e be reckless with their own or other’s safety

e self-harm

o frequently miss school, arrive late or leave the school for part of the day

e show signs of not wanting to go home

e display a change in behaviour — from quiet to aggressive, or happy-go-lucky to
withdrawn

e challenge authority

e become disinterested in their school work

e be constantly tired or preoccupied

e be wary of physical contact

e be involved in, or particularly knowledgeable about drugs or alcohol

e display sexual knowledge or behaviour beyond that normally expected for their
age

e acquire gifts such as money or a mobile phone from new *friends’

Individual indicators will rarely, in isolation, provide conclusive evidence of abuse.

They should be viewed as part of a jigsaw, and each small piece of information will
help the DSP to decide how to proceed.

17
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Appendix 3: Procedure advice for staff

Procedure advice for Student Safequardin

1. The ‘paper trail’ is most important, as evidence is needed to take action.
For the school, this means that we require evidence in order to take any
cases forward to the police and courts in Luxembourg.

2. Any concerns must not be discussed generally. If you have a concern
(remember, your instinct and the ‘warning bell’), please complete an
‘add incident’ form in CPOMS. Having done this, if you think it is
necessary, please speak to a member of the SST.

3. Respect the student’s rights to confidentiality. If there is an incident
involving a student, the only people that need to know are people
directly involved with the student in that situation. Other people who
may need to know something as a consequence to the situation, only
need to know that there has been a situation, they do not need to know
the reason why.

4. Do not discuss the CPOMS referral (before or after completion) or fill this
out in an area where other people can witness this. Worst case scenario
— the person witnessing you filling in this form could be the perpetrator
and you are letting them know your suspicions are aroused.

5. Please remember that it should only be facts on the form, opinions are
not evidence and are not admissible in a court. Any notes or further
evidence can be uploaded as a file in the CPOMS form.

6. Include on the form any action taken at the time and any inaction also
(i.e. what you witnessed but did not act upon)

7. Complete CPOMS ‘add incident’ form within 24 hours and click on the
button alert 'SGIS Safeguarding Team’. Any follow up to the form will be
carried out by the SST as necessary and your role in the matter is
complete. Further evidence or concerns need to be filled in on another
CPOMS form. However, without the forms, we cannot take action. It is
far better to have a number of CPOMS forms as evidence.
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8. Please remember that any queries or information being sent about a
student via email should be marked ‘CONFIDENTIAL'.

9. The SST will take responsibility for contacting outside agencies or the
Luxembourg authorities. You should not contact them directly on
student safeguarding matters unless it is an emergency and there is an
immediate risk.
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