
Theale Green School Safeguarding Procedures 
“The welfare of the child is paramount”. (Children Act 1989)  

We take seriously our responsibility to protect and safeguarding the welfare of children and young people in our 
care. The below outlines the individual procedures for Theale Green School in accordance with the ALET 
Safeguarding and Child Protection Policy.  

A copy of the ALET Safeguarding and Child Protection Policy can be found here GOV007_V8_Safeguarding-and-Child-
Protection-Policy-2023.pdf (alet.org.uk) 

A copy of the ALET Whistleblowing Policy can be found here GOV012_V4_Whistle-blowing-Policy.pdf (alet.org.uk) 

Safeguarding is part of the TGS Speak up Speak out Campaign.  

 

 

 

https://www.alet.org.uk/wp-content/uploads/2023/08/GOV007_V8_Safeguarding-and-Child-Protection-Policy-2023.pdf
https://www.alet.org.uk/wp-content/uploads/2023/08/GOV007_V8_Safeguarding-and-Child-Protection-Policy-2023.pdf
https://www.alet.org.uk/wp-content/uploads/2016/09/GOV012_V4_Whistle-blowing-Policy.pdf


Our TGS Safeguarding team are: 
The key contacts for Safeguarding in this schools are:- 
 

 Name Telephone Email 
Designated 
Safeguarding Lead 

Samantha Cartland  0118 930 2741 scartland@thealegreen.w-
berks.sch.uk  

Trust Director of 
Safeguarding and SEND 

Linda Stevens   linda.stevens@alet.org.uk  

Head of School  
(trained DSL) 

Charlotte Badarello  0118 930 2741 headpa@thealegreen.w-berks.sch.uk  

Deputy Designated 
Safeguarding Lead  

David Holbrook  0118 930 2741 dholbrook@thealegreen.w-
berks.sch.uk  

Family Support Worker 
(trained DSL) 

Fay Morris  0118 930 2741 fmorris@thealegreen.w-berks.sch.uk  

Safeguarding 
Administrator  

Daniele Drake 0118 930 2741 ddrake@thealegreen.w-berks.sch.uk  

Safeguarding 
Contractors on Site 
(trained DSL) 

Jay Hall  0118 930 2741 jhall@thealegreen.w-berks.sch.uk  

Safeguarding Governor Sarah Davies   
 
How to Report a Concern  
 
Visitors to Theale Green School, Parents or Members of the Public  
 
On School Site  
If on school site you can contact a member of the safeguarding team by alerting Main Reception and will be able to 
share your concerns in person.  
 
Off School Site  
If you have a safeguarding concern regarding a student at Theale Green School (TGS) please telephone: 0118 930 

2741 and ask to speak to the Designated Safeguarding Lead, a member of the safeguarding team or email 

speakup@thealegreen.w-berks.sch.uk.  

 
If you need to contact the safeguarding team out of hours, please email a member of the safeguarding team or 

email speakup@thealegreen.w-berks.sch.uk and the email will be actioned the next working day. 
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Staff reporting concerns about a student  
 

 
 



If the concern is non urgent, staff will report on Class Charts www.classcharts.co.uk. Staff will firstly click on the 
student they are concerned about on their seating plan or via display all.  
 
 

  
 
Complete the online form which appears. In the reason for concern write as much detail as possible and using the 
words of the student/child.  
 

  
 
You are able to upload any files shared by the student by clicking ‘select file’. Click submit form at the end of the 
form. 
 

 
 
When you concern has been read/acknowledged you will receive a notification email similar to the below.  
 

 
 

 

Click the safeguarding tab.  

Enter the name of the child you are concerned about- not who reported.  

http://www.classcharts.co.uk/


Students reporting concerns about themselves or others  
 
Students can report a concern by:  

• Speaking directly to a member of the safeguarding team 
• Speaking to any member of staff 
• Email to Speak Up  
• Text to the Speak Up Text Service (see below for instructions of use) 

 
For students to be able to identify the members of the safeguarding team, they all wear special safeguarding 
coloured lanyards.  
 
Posters are around the school to support students remembering how to report concerns:  
 

   
 
 
Posters with photographs of the safeguarding team are also available around the whole school.  
 

 
Students are educated about safeguarding matters via assemblies, tutor time activities and RSHE lessons. The full 
RSHE curriculum can be found here: RSHE | Theale Green School. The RSHE curriculum also utilizes a number of 
guest speakers from key agencies to support students remaining safe including Trading Standards and the School 
Nursing Service.  
 

https://www.thealegreen.w-berks.sch.uk/academic/rshe/


 
 
 
 



Concern regarding a member of staff at Theale Green School  
If you wish to discuss a safeguarding concern about a member of staff or volunteer at Theale Green School, please 
contact Charlotte Badarello (Head of School) in the first instance.  
 
Should you wish to raise a concern regarding the Head of School please contact the Nominated Safeguarding 
Governor: Sarah  
 
Should you wish to raise a concern regarding a member of the school staff, or Head of School with the Local 
Authority, please contact the LADO (Local Authority Designated Officer) as per below.  
 
LADO: Fiona Goussard 01635 503135/01635 503190 fiona.goussard@westberks.gov.uk West Berkshire Council, 
Council Offices, Market Street, NEWBURY RG14 5LD.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Key Contacts within the Local Authority 



 
The Safeguarding Team will consult the local authority the child resides in for advice, support and guidance using the 
key contacts below.  
 
Pan Berkshire Safeguarding Procedures: http://berks.proceduresonline.com/ 
 
West Berkshire Key Contacts 
 

 Name Address Telephone contact Email 
Contact, Advice & 
Assessment Service 
(CAAS)  

Duty Social 
worker 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

Professionals only 
contact number: 
01635 503190 
  
Parents only Contact 
number: 
01635 503090 
 
or Emergency Duty 
Team (outside of 
office hours) Tel: 
01344 351999 
 
If you feel the child is 
in immediate danger 
– call 999.  

child@westberks.gov.uk  
 

Prevent Officer  
Thames Valley Police 

Prevent 
officer 

  Preventreferrals@thamesvalley.pnn.
police.uk   
 

Service manager for 
Early Years, Vulnerable 
Learners and Families  
 

Avril 
Allenby/ 
Melissa 
Perry 
 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

01635 519044 
 

Avril.Allenby@westberks.gov.uk 

Principal Education 
Welfare and 
Safeguarding Officer, 
and PREVENT Link for 
Education 
 

Melissa 
Perry 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

01635 519788 
 

EWSS@westberks.gov.uk 
 

Education Safeguarding 
Officer 

Melissa 
Perry and 
Sal Looker 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

01635 519788 
01635 519788 

Melissa.Perry1@westberks.gov.uk 
Sal.Looker@westberks.gov.uk  

Local Authority 
Designated Officer  
Contact can be made via 
CAAS 

Fiona 
Goussard 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

CAAS on 01635 
503190 
 

cpadmin@westberks.gov.uk 
or 
LADO.LADO@westberks.gov.uk 
 
 

Senior Education 
Welfare Officer, 
 

Sally-Ann 
Looker 

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

01635 519788  sal.looker@westberks.gov.uk 
 

Exclusions and 
Reintegration Officer 

Roslyn 
Arthur  

Council Offices 
Market Street 
NEWBURY 
RG14 5LD 

01635 503409 Roslyn.Arthur@westberks.gov.uk 

My Family Plan 
Facilitator  

Kate 
Parkin 

 Professional referral 
line – 01635 503190 
Public referral line – 
01635 503090 

kate.parkin1@westberks.gov.uk  
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Reading Key Contacts 
 
For non-urgent concerns an online referral for is available on the Brighter Futures for Children website.  
 

Brighter Futures for 
Children (CSPOA) 

 Brighter Futures for 
Children 
Civic Offices, Bridge 
Street, Reading RG1 
2LU 
 

01189 937 3641 cspoa@brighterfuturesforchildren.or
g 

Reading Children 
Missing in Education 
(CME) 

 Brighter Futures for 
Children 
Civic Offices, Bridge 
Street, Reading RG1 
2LU 
 

 CME@brighterfuturesforchildren.org  
 

Head of Education 
Access and Support 

Fiona 
Hostler 

Brighter Futures for 
Children 
Civic Offices, Bridge 
Street, Reading RG1 
2LU 
 

0118 937 4336 fiona.hostler@brighterfuturesforchil
dren.org  

Partnership Outreach 
Worker 

Claire 
McMillian 

Brighter Futures for 
Children 
Civic Offices, Bridge 
Street, Reading RG1 
2LU 

07977 813410 claire.mcmillan@brighterfuturesforc
hildren.org  

 
Other Support Available  
 

Service Telephone Number 
NSPCC 0808 800 5000 
Child Line 0800 1111 
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Sharing of Information  
 
The below flowchart is provided as guidance from the Local Authority of when and how to share information. All 
information requests from professionals are logged on Safeguarding via Class Charts.  
 

 
 
 
 
 
 
 



Processes Key to Theale Green School  
 
Non Collection of Students  
Due to the age of students (11-18 years) at Theale Green School most children make their way home using public 
transport or walking. In the event that a school bus does not arrive, duty staff should contact Main Reception who 
will contact the bus company directly for an update on its estimated time of arrival. For students not collected by 
parents or after an evening event or fixture the member of staff can contact the parent directly using the contact 
details found on Class Charts. This should then be logged on safeguarding (via Class Charts) so the team can 
monitor patterns of non-collection. If contact is unable to be made with the parent alert the Safeguarding team.  
 
Children Who Are Absent from Education 
 
Children can go missing from school for a variety of reasons including long term medical conditions or disabilities, 
fail to return to school following holiday, caught up in barriers to accessing education.  

 
Theale Green School will refer a student to the Educational Welfare Service if:  

- A child does not return to school 10 days after a period of authorized absence – where there is no justifiable reason 
for the pupil’s absence.  

- A 20 day period of absence – where there is no justifiable reason for the pupil’s absence.  
- When a child is removed from roll – no later than the time at which the pupil’s name is removed from the register.  

 
The toolkit for referring can be found here: School Toolkit | West Berkshire Education (westberkseducation.co.uk)  
 
 
 

https://www.westberkseducation.co.uk/Page/32210




 
Children Who Go Missing during the School Day  

 
 
 



 
 
 
 



 
 
 



 



Local Police Context  
Criminal Exploitation is a key priority for Thames Valley Police. Any child can become a victim of exploitation; 
it can be difficult to spot. 

What is child criminal exploitation? 

“Child criminal exploitation is common in county lines and occurs where an individual or group takes advantage of 
an imbalance of power to coerce, control, manipulate or deceive a child or young person under the age of 18. The 
victim may have been criminally exploited even if the activity appears consensual. Child criminal exploitation does 
not always involve physical contact; it can also occur through the use of technology.” 

Common signs of exploitation include: 

• New possessions with an unknown origin (mobile phones, shoes, clothes) 
• The use of alcohol 
• The use of drugs 
• Secrecy around social media 
• The possession of two mobile phones 
• A change in behaviour or mood 
• Physical harm such as bruises, cuts or burns 
• Health problems resulting from sexual activity 
• Being absent from school 
• Being disruptive in school 
• Disappearing from the home and their location being unknown 
• Not returning to the home at the expected time 

 
If you are observing changes or signs like the above in your child and you are concerned, you should speak to 
your child regarding your concerns. No one knows your child better than you, follow your instincts. If you identify 
potential exploitation or have concerns you can seek help from the police, your GP or your child’s school. It does 
not matter if you ask for help and it transpires that your child was not being exploited, you will not have wasted 
peoples time. If you feel your child is in immediate risk of harm contact the police straight away.  

 
Knife Amnesty 

Knife crime is a real and growing concern to many in our community. Parents and adults may not be aware that 
young children and teenagers are carrying knives in fear “for their safety”. The community knife amnesty bins is a 
collaborative initiative by Thames Valley Police and the Council and is an excellent way to help get knives off our 
streets. 

Thames Valley Police have shared a link to the Council’s knife crime web page: Reading BoroughCouncil’s knife 
crime web page The link includes a moving video from a local parent who has been affected by knife crime and 
shares their poignant views on knives, knife crime and how it has affected their lives forever: 
https://youtu.be/jmOjwC2BTMo 
 
“Knife crime is clearly a difficult and frightening subject to address but in order to protect our children it is 
imperative that we spread the word to all in our community that knives ruin lives. Informing students and parents 
that any knives and bladed articles can now be disposed of safely, with no questions asked.” 
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Prevent Referral Pathway 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 – Key Website Links  
 
The Government Website www.gov.uk provides a wide range of guidance which is easily accessed from the search 
box. 
 
The following are particularly useful for schools: - 

• Keeping Children Safe in Education 2023 

• Working together to safeguard children 

• Working Together to Improve School Attendance 

• What to do if you’re worried a child is being abused 

• The Education Inspection Framework 

• The Independent Schools standards 

• Ofsted safeguarding policy - Safeguarding children and young people and young vulnerable adults 

• The Children Act 2004 - Section 11 of the Children Act 2004 

• The Education Act 2011 - Section 175 of  The Education Act 2011 

• Education and Training (Welfare of Children) Act 2021 

• Full-time enrolment of 14 to 16-year-olds in further education and sixth-form colleges - GOV.UK 
(www.gov.uk) 

• Meeting digital and Technological Standards in Schools and Colleges 

• Criminal Exploitation of Children and Vulnerable Adults 

• Preventing youth violence and gang involvement - Serious Violence 

• Missing Children and Adults 

• GDPR 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/7110
97/guide-to-the-general-data-protection-regulation-gdpr-1-0.pdf  

 
• NSPCC helpline to support victims of sexual harassment and abuse in education settings - 0800 136 663 
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741194/HOCountyLinesGuidanceSept2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/418131/Preventing_youth_violence_and_gang_involvement_v3_March2015.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/117793/missing-persons-strategy.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/711097/guide-to-the-general-data-protection-regulation-gdpr-1-0.pdf
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