
 
 
 
 

 

 
 

Seaton House School 

Safeguarding Guidelines for Contractors and Visitors 
 

The safeguarding and welfare of our pupils is paramount.  We have a duty to safeguard and promote 

the welfare of our pupils under the Education Act 2002 and Children Act 1989/2004 through 

identifying any child welfare concerns and taking action to address them in partnership with families 

and other agencies where appropriate. Seaton House School has a robust safeguarding and child 

protection policy, which adheres to Keeping Children Safe in Education. Working in a school means 

that you have to be aware of safeguarding issues and the need to work in an open and transparent 

way. Safeguarding is all about ensuring that the appropriate boundaries are kept in place to protect 

the children, but also to protect adults from allegations of abuse. Our Safeguarding and Child 

Protection policy is on the school website. 

Below are some guidelines to ensure you are adhering to the school’s policies and procedures. 
On arrival at school and for any subsequent visits: 
• Prior to your visit to Seaton House School, please provide the office with your DBS details (if you 

have them) and let us know if you are on the update service. If so, please provide us with your date 
of birth. 

• Please sign in at reception and wear the visitor’s badge at all times. 
• Adults without a suitable DBS will be required to wear a red lanyard, and be accompanied by a 

member of staff at all times.  
• Please act in a professional manner at all times. 
• Please do not use your mobile phone when near the pupils. 
• Under no circumstances, take photographs or video of the children on any type of personal device. 
• Please be mindful of your language when working in earshot of the pupils. 
• Children are inquisitive and may ask you what you are doing. Entering into conversation is a 

natural thing to do, but please be mindful of the age of the children and your use of language. 
• Do not become overly familiar with the children. In particular, be mindful of ‘banter’, which can 

be misconstrued. If a pupil says something that is inappropriate or makes you feel uneasy, 

please report it immediately to a member of staff. They will direct you to the right person 

immediately. 
• Ensure that you uphold fundamental British Values of democracy, individual liberty, the rule of 

law and respect and tolerance for people from different beliefs and religious faiths. This includes 

not expressing political views unless the context in which you have been invited to do so means 

that there will be the opportunity for children to hear different points of view at the same time. 
• If you find yourself in a situation where a child makes a disclosure to you, this concern must be 

passed on and dealt with immediately and always on the same day. Please make a written 

record of the disclosure, noting what the child says. Please do not ask leading questions. 

However, you can ask questions to clarify your understanding. TED (Tell me, Explain to me, 

Describe) can help phrase questions. 
• If you observe inappropriate behaviour between children, please report this to a DSL and record 

in writing your observation. 
 
 
 
 



 
Who to speak to about any safeguarding issues 

At Seaton House we have a Designated Safeguarding Lead (DSL) and 3 Deputy DSL’s to whom you 

can talk. Any member of staff will help to point you to the right person. 

 

• The Designated Safeguarding Lead (DSL) is Mrs Sarah McGreevy, Deputy Head and Wellbeing Lead. 
• The Deputy DSL’s are, Mr Carl Bates, Mrs Michelle Smith, Mrs Angela Hopkins. 
• You can also speak to Mrs Judith Evans, Chair of Governors. 
• All concerns are logged on CPOMS, our safeguarding system. 
• If you see conduct from a member of staff, a visitor or a pupil that is inappropriate or makes 

you feel uneasy, you have a duty to report it immediately to one of the members of staff 

below. 
 

The NSPCC have a dedicated Whistleblowing Advice Line. You can use it to get free advice and 

support. Contact the Whistleblowing Advice Line if: 

• You feel the school does not have clear safeguarding procedures to follow. 

• Safeguarding concerns are not dealt with properly or may be covered up. 

• A concern that was raised hasn’t been acted upon. 

You can contact the Whistleblowing Advice Line on: 

0800 028 0285 

help@nspcc.org.uk 

 

Designated Safeguard Leads 
 
 

Mrs Sarah McGreevy – Deputy Head 

& Designated Safeguarding Lead 

sarahm@seatonhouse.sutton.sch.uk 

Mrs Michelle Smith – Assistant Head & 

Deputy Designated Safeguarding Lead 

msmith@seatonhouse.sutton.sch.uk 

Mr Carl Bates – Headteacher  

& Deputy Designated Safeguarding Lead 

cbates@seatonhouse.sutton.sch.uk 

 

Mrs Angela Hopkins– Teacher  

& Deputy Designated Safeguarding Lead 

ahopkins@seatonhouse.sutton.sch.uk 

 

Signed:        Date: 

 

Print name:       Company: 

tel:08000280285
mailto:help@nspcc.org.uk
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