CANTERBURY COASTAL CLUSTER
SAFEGUARDING GUIDELINES FOR ADMIN STAFF

Safeguarding Pyramid  
The Cluster operates a Safeguarding Pyramid system using telephone contact between schools as follows:
· All concerns from within the Cluster must first be given to the LEO’s PA at Clover House via telephone.

· The LEO will take the decision whether or not to activate the pyramid

· No school will be required to phone more than 2 schools

All Schools have been given a copy of the pyramid however additional copies are available to download on the LEO’s pages on Canterbury Coastal’s Cluster Web pages.
Calls Concerning Information About Children
Guidelines for Admin Staff

Many of the enquiries or requests received by the office are from parents already known to Admin staff – these guidelines are for telephone or personal enquiries from an unfamiliar source. 
Upon receiving a phone enquiry or an enquiry in person:

· Explain there is a protocol which the school follows.
· No information about any child will be given out by the school 

Upon being asked to give a message to a child:

· Ask for the child’s full name and class. 

· Ask the enquirer to identify themselves (full name).
· Ask for their relationship to the child they are enquiring about.
· Inform the enquirer that if they are listed as a relative or an emergency contact for the child and if the child attends the school they will receive the message
