
Guidance for adults visiting or 

working with our school 

Safeguarding 

Children 

If a child discloses to you (makes known something previous-

ly kept secret): 

Do… 

• Listen 

• Reassure the child 

• Tell them you will inform the school’s Designated Safe-

guarding Lead 

• Make a written account of the conversation 

Don’t... 

• Do not promise confidentiality 

• Do not ask questions 

• Do not investigate 

 

IMMEDIATELY REPORT YOUR CONCERNS TO THE MEMBER 

OF STAFF WORKING WITH YOU WHO WILL THEN REPORT IT 

TO THE DESIGNATED PERSON, OR ALTERNATIVELY, REPORT 

DIRECTLY YOURSELF. 

As part of our commitment to Safeguarding at 

Wistaston Church Lane, we ask all volunteers to 

read our key policies available from the School 

Office.  

Volunteers are asked to complete a self-declaration 

and regular volunteers are also DBS-checked. 

Contractors will not be allowed to start work  

without completing the details on the sign in sheet. 

Please ask if you have any questions. 

Welcome to Wistaston Church Lane Academy. 

This leaflet provides some guidance on working safely with 

our pupils and tells you what to do if you have a concern 

about a child at our school. 

All visitors and members of staff must recognise that the safe-

ty and well-being of our pupils is our paramount concern. 

Please follow the advice within this leaflet and keep yourself 

and our pupils safe. 

If you have any questions, or have any suggestions to improve 

this leaflet, please ask or let us know. 

If a child makes a disclosure to you, 

begin any questions you ask with TED. 

 

T – Tell 

E – Explain 

D – Describe 

Any safeguarding concerns must be reported to 

the Designated Safeguarding Lead or a member of 

the Safeguarding Team 

Designated Safeguarding Lead 

Mr James Bancroft (Principal) 

 

Deputy Designated Safeguarding 

Lead 

Mrs Steph Watson (Vice Principal) 

 

Safeguarding Team 

Mrs Angela Culshaw  

Key Stage Two Lead) 

 

Safeguarding Team 

Miss Kim Potts  

(Lead Teacher for Looked After & 

Previously Looked After Children) 

 

Safeguarding Team 

Miss Wendy Stones  

(Swan Stars Manager) 

 



Keeping Children Safe 

We can all play a part in keeping children safe whilst 

working on, or visiting the school site. This is whether 

you are directly employed by the school, are working as 

a contractor or subcontractor, or are one of our volun-

teers. 

Keeping Ourselves Safe 

We must also take steps to keep ourselves safe. Our 

actions can sometimes be perceived in a way that was 

not intended. We want to promote safe working practic-

es for everyone on the school site, whatever their role. 

To keep yourself safe, please follow this advice: 

• Ensure that you have signed in. 

• Give your DBS number to the office, if you have 

one. 

• Wear your visitor  badge at all times whilst on the 

site. 

• Be aware that verbal interactions with pupils 

could be interpreted by them as offensive, aggres-

sive or intimidating—even if it was not your inten-

tion. 

• Be aware of the appropriateness of pupil contact 

outside of the school, as a result of your coming 

into contact with a pupil whilst on the school site. 

• Report any unacceptable behaviour from a pupil 

to a member of staff. 

• Do not respond to negative or inappropriate    

verbal or physical contact from a pupil. If this   

occurs, or you observe any other concerning    

behaviour, report it to a member of school staff 

immediately. 

• Do not give any personal information to pupils. 

For example, your personal phone number, home 

address or email. 

• Do not accept or respond to a pupil offering you 

any personal information. Report to a member of 

staff immediately. 

• In the unlikely event of being subjected to any 

physical or verbal abuse from one of our pupils, 

please do not respond yourself, but report it    

immediately to a member of school staff. 

• Do not be in an unsupervised one to one situation 

with any pupils. 

 

DO NOT USE YOUR MOBILE PHONE TO TAKE PHOTOS 

OR VIDEOS OF ANY PUPILS.  

Phones may be used for work-related reasons only and 

only if absolutely necessary. 

 

IF YOU ARE IN ANY DOUBT, PLEASE DISCUSS YOUR  

CONCERNS WITH OUR DESIGNATED SAFEGUARDING 

LEAD. 

Welcome to Wistaston Church Lane Academy!  

At Church Lane we really believe that happy children learn! Our 

mission is to challenge, excite and encourage a love of life and 

learning in every child. We want want children to be safe, hap-

py and enjoy learning – if we can get this right by working to-

gether then children will continue to thrive. The best children 

in the world attend our school and we hope that visitors see 

this during their time here. 

 

Children are at the heart of everything that we do. All the 

adults in school work closely together, making our school a 

special place to learn and creating a warm, friendly, family feel 

as soon as you walk through the door. Visitors to school are 

always welcomed and they should engage with our happy, 

hardworking ethos. 

 

We are committed to maintain the highest standards of safe-

guarding. Visitors should make themselves familiar with our 

procedures by reading this leaflet fully. 

 
We have a highly dedicated team who are committed to 
providing an excellent education for our children. We challenge 
our children to make excellent progress so that they are ready 
for the future. Every visitor to our school plays a part in ena-
bling the school to achieve high standards for every child. 
 
We place a high value on providing a curriculum which is fun 
and exciting. Our four values are Challenge, Community, Self-
Awareness and Creativity and these drive our curriculum, our 
behaviour and our rewards. Please talk to the children about 
being snow leopards, dolphins, hedgehogs and spiders! 
 
At Church Lane, whilst Maths and English skills are important, 
we also believe in caring for, and developing the whole child. 
We enable children become independent, confident learners 
who are ready to thrive and succeed in the 21st century. Pasto-
ral care is valued highly, and we work closely with families to 
ensure our children are safe and happy. We are inclusive and 
we try to ensure that all pupils have their needs met. We aim 
to be inclusive for visitors too – please make us aware of any 
specific access requirements to help you to enjoy your time in 
the school. 


