
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
  
 
 
 
  

CONSIDER SUSPENSION 
 

Suspension should not be an automatic response when 
an allegation is reported. All options to avoid suspension 

should be considered prior to taking that step. 
 

Where suspension is considered necessary, case 
managers must work through and submit to the Trust 

HR Manager and Director of Safeguarding a staff 
suspension consideration assessment form – found in 
Appendix 1 of the CET Managing Allegations policy. 

 

INTERNAL INVESTIGATION 
 
 
If the concern has been raised via a third party, the principal/headteacher or designated case manager should collect as much evidence as 
possible by speaking:  
 
ü directly to the person who raised the concern, unless it has been submitted anonymously;  
ü to the individual involved and any witnesses.  

 
The information collected will help to categorise the type of behaviour and determine what further action may need to be taken.  
 
 

When approved by LADO 

CREATE 
A new incident on CPOMS 

STAFFSAFE 

REPORT RECEIVED 
(This could be via CPOMS Staff Safe or directly to you) 

Initial Review 
 

The initial review should consider these 4 points for immediate referral.  
 

Has the adult: 
 
1. Behaved in a way that has harmed a child or may have harmed 

a child; 
2. Possibly committed a criminal offence against or related to a 

child; 
3. Behaved towards a child or children in a way that indicates he 

or she may pose a risk of harm to children; or  
4. Behaved or may have behaved in a way that indicated they may 

not be suitable to work with children.  
 

 
 
 
 
 

If even only one 
of these points 

are met – an 
immediate referral 
must be made to 
the Designated 

Officer.  

LADO CONTACT DETAILS: 
 
 
 
 
 
 

Record-keeping 
 
All concerns, discussions, decisions and 
reasons for those decisions must be 
recorded on CPOMS StaffSafe. 

There is sufficient 
evidence to prove 
the allegation; 

 
 
There is sufficient 
evidence to disprove 
the allegation, and 
there has been a 
deliberate act to 
deceive or cause 
harm to the person 
subject of the 
allegation. 

There is 
sufficient 
evidence to 
disprove the 
allegation. 

There is insufficient 
evidence to either prove or 
disprove the allegation. 
The term, therefore, does 
not imply guilt or 
innocence. 

‘STUCK’?  
 
Consult the Director of 
Safeguarding, Louis Donald  
0770 633 7253 
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Managing safeguarding 
concerns and allegations 

made about adults working 
across CET 

CONSIDER 
The threshold test for a 

referral to the Designated 
Officer 

NEVER 
Start an investigation into 

a LADO matter until 
directed by the LADO. 

ALWAYS 
Notify the Director of 

Safeguarding when you 
make a LADO referral. 

DO 
Act and record each 

discussion, decision, and 
rationale on CPOMS 

StaffSafe 

If none of the above applies, the concern is 
considered a 'low-level concern. The term low-level 
does not mean that the concern is insignificant, it 

means that the behaviour does not meet the 
threshold for a referral to the LADO. 

  
You can still choose to refer the incident at any 

time if further information/concerns are disclosed 
later that meet the threshold test outlined above. 

 
 

Initial response 

Recorded on CPOMS 
StaffSafe/Personal File 
and included in 
references NON-RECENT ALLEGATIONS 

 
Where an adult makes an allegation to any 
CET Academy that they were abused as a 
child, the individual will be advised to report 

the allegation to the police.  
 

Non-recent allegations made by a child will 
be reported to the LADO in line with the 

local authority's procedures for dealing with 
non-recent allegations and this policy. 

 
 

 
 
 
 

ALWAYS RECORD ALL DISCUSSIONS, DECISIONS REACHED AND RATIONALES ON CPOMS STAFFSAFE 

STOP – CONSIDER AND RECORD YOUR INITIAL RESPONSE 

Scan to access 
Part 4. Keeping 
Children Safe 
in Education 

(2022) 

ALLOCATE AN OUTCOME 
Using the outcome codes below, make a record on CPOMS StaffSafe of your action and the 

outcome agreed upon.  
 

The record should include details of the concern, the context in which the concern arose, and 
action(s) taken. The name of the individual sharing their concerns should also be noted; if the 
individual wishes to remain anonymous, then that should be respected as far as reasonably 
possible.  
 
Where a pattern of such behaviour is identified, leaders should decide on a course of action, 
either through the disciplinary procedures or where a pattern of behaviour moves from a 
concern to meeting the harm threshold outlined above, refer the matter to the Designated 
Officer. If in doubt, consult your LADO. 

 

 
To reflect cases 
where there is no 
evidence or proper 
basis which 
supports the 
allegation being 
made. 

MALICIOUS 
 

SUBSTANTIATED FALSE UNSUBSTANTIATED  UNFOUNDED 

Information is retained ONLY on CPOMS StaffSafe and is NOT included in references of personal files. 

LEARNING LESSONS 
 

LADO Allegations that result in a substantiated 
outcome will always result in a learning review 

 
Where an internal investigation relating to a 

safeguarding allegation leads to a disciplinary 
hearing being held, CET will undertake a 
learning review of the case to identify any 

broader learning points for CET or the Academy. 
 

 
 
 
 
 

IF THE ADULT IS DISMISSED OR RESIGNS 
 

CET will make a referral to the DBS for 
consideration of whether inclusion on the barred 
lists is required, and in the case of a member of 
staff engaged in teaching work, refer the matter 
to the Teaching Regulation Agency (TRA) to 

consider prohibiting the individual from teaching. 
This includes adults who solely teach in 16-19 

settings attached to an academy. 
 
 

Ongoing discussions with 
the LADO and attendance 

at strategy meetings 

Update the LADO at every stage of the 
investigation and record these 

discussions on CPOMS StaffSafe. 

Learning points are recorded on CPOMS StaffSafe and considered 
at the Safeguarding Assurance Board. 


