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1. INTRODUCTION  
 
 
“In all actions concerning children, whether undertaken by public or 
private social welfare institutions, courts of law, administrative 
authorities or legislative bodies, the best interests of the child shall be of 
primary consideration”  
Article 3 UN Convention on the Rights of the Child 
  
This handbook is intended to assist school governors in fulfilling their 
statutory responsibilities regarding their safeguarding role, in order  to 
promote consistency and clarity of approach across all schools. 
 
Recent public enquiries into child death and child abuse have highlighted 
the need for everyone to take responsibility for protecting children, as 
well as the necessity for those in key positions to have a clear 
understanding of their role in adhering to policy and procedures. 
 
The awareness of the public and schools in matters relating to child abuse 
continues to grow, as the child protection context rapidly expands due to 
changes in society, particularly in relation to new technology. Legislation 
and policy for education has developed in response to this growing 
awareness and the utmost priority has now been given to the safeguarding 
role of schools. 
 
In recognition of the key role that school plays in the life of a child, as 
school governors and managers of schools, we must ensure that all 
children and young people feel both safe and protected in this 
environment. 
 
This handbook outlines the key child protection legislative and policy 
context in education, explains what this means for you as a governor, 
identifies the key child protection professionals in a school setting and 
provides you with a helpful checklist that can be used as a guidance and 
auditing resource. 
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2. THE LAW IN NORTHERN IRELAND 
 
 
There is a broad range of international and domestic 
legislation relating to child welfare and protection.  
 
The Children (NI) Order 1995 is the overarching legislation setting out 
the requirements for professional practice in relation to children and 
young people. It is the most comprehensive and far reaching child care 
legislation ever introduced to Northern Ireland.  It clearly identifies the 
welfare of the child as being of paramount importance and sets 
Protection as one of the five key principles. 
 
The Education and Libraries (Northern Ireland) Order 2003 places a 
statutory duty on Boards of Governors to: 
 
• Safeguard and promote the welfare of pupils 
• Have a written child protection policy 
• specifically address the prevention of bullying in school discipline 
 policies 

 
This is the legislation relating specifically to a Board of Governors and 
their child protection responsibilities towards pupils in schools. It will be 
helpful for all governors to have access to a copy of Articles 17, 18 and 
19. see DE website  www.deni.gov.uk
 
 
In order to fulfil your responsibilities you are obligated to acknowledge 
and work within the relevant guidance and procedural documents that 
have been produced by the Department of Education ( DE) and the 
Department of Health and Personal Social Services ( DHSPPS ) 
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3. GUIDANCE AND PROCEDURES TO HELP YOU 
UNDERSTAND THE LAW RELATING TO CHILD 
PROTECTION                                    
             
 
Department of Education  
 
• Circular 1999/10 Pastoral Care in Schools  

Provides advice and guidance to schools on their responsibilities in 
relation to child protection. 

 
• Promotion of Positive Behaviour (2001) 

Gives guidance and practical suggestions on a partnership approach to 
developing and maintaining good behaviour in school. 

 
• Circulars 2006/6, 7, 8,9,25 

These five circulars provide advice and guidance on the vetting of 
staff (including voluntary staff) and governors, the employment of 
substitute teachers and the recruitment and appointment of staff in 
schools. 

 
Department of Health, Social Services and Public Safety 
 
• Co-Operating to Safeguard Children (2003)  

This provides the updated guidance on child protection arising from 
the regulations of the Children (NI) Order 1995. It sets out how 
agencies should co-operate to promote children’s welfare and protect 
them from abuse and/or neglect. 

 
• Area Child Protection Committees’ - Regional Policy and 

Procedures (2005) 
Written to reflect the changes in thinking and practice contained in 
‘Co-Operating to Safeguard’ this document sets out the procedures to 
be followed by all agencies working in the child protection 
environment. 
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4. WHAT DOES THIS MEAN FOR YOU AS A SCHOOL 
GOVERNOR? 
 
 
Boards of governors must ensure that; 
 
• a designated and deputy designated teacher are appointed in their 

schools 
• they have a full understanding of the roles of the Designated and 

Deputy Designated Teachers for Child Protection 
• child protection training has been given to all staff 
• the school has a Child Protection Policy and that this is reviewed 

annually 
• the school has a Anti - Bullying Policy which is reviewed annually 
• there is a code of conduct for all adults working in the school 
• all school staff and volunteers are vetted 
• they receive a termly report of  child protection activities 
• they receive a full annual report on all Child Protection matters 
• parents and pupils receive a copy of child protection policy and 

complaints procedure every 2 years 
• the school maintains records of: 

- suspicions of abuse 
- disclosures of abuse 
- complaints against staff 
 

 
NB// Governors of Schools who apply for funding under the Extended 
Schools initiative should ensure all implications for safeguarding their 
pupils in an extended school environment are fully addressed.
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5. WHO IS WHO IN THE CHILD PROTECTING  SCHOOL?  
 
It is important to acknowledge that everyone has a 
responsibility to promote and safeguard the welfare of our 
children. 
 
However within the school setting there are key personnel who are 
delegated with the specific responsibility of child protection 

 
 

5. 1 SCHOOL PERSONNEL 
 
 
5.1.1.Chair of Board of Governors 
 
The Chairperson of the Board of Governors plays a pivotal role in 
creating the safeguarding ethos within the school environment. As such, 
the Chairperson should ensure that he/she has received the appropriate 
ELB child protection training from both Human Resources and the Child 
Protection Support Service for Schools (CPSSS) in order to fulfil his/her 
responsibilities. In addition the chair should also ensure at least one 
governor has ELB recruitment and selection training in compliance with 
DE circular 2006/08. 
 
In the event of a child protection complaint being made against the 
Principal, it is the Chairperson who must assume lead responsibility for 
managing the complaint/allegation in keeping with DE Guidance and the 
school’s policies and procedures. 
 
5.1.2 Members of Boards of Governors 
 
The Board of Governors, as a matter of good practice, may wish to 
delegate a specific member of the governing body, who, having received 
the ELB training, would take the lead in child protection issues in order to 
be able to advise the governors on: 
 
• The role of the designated teachers 
• The content of child protection policies 
• The content of a code of conduct for adults within the school 
• The content of the termly updates and full Annual Designated 
 Teachers Report* 
• Recruitment, selection and vetting of staff, including sitting on the 
 selection panel 
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*The Annual Report should include for example: 
 
• A report on the school maintenance of child 

protection records e.g.   
(i) concerns of abuse 
(ii) complaints against staff 
(iii) referrals to social services 

 (All above reports must be anonymised in keeping with the principle of 
confidentiality)  

 
•  Child Protection Training e.g. 

Designated / Deputy Designated teacher 
Principal 
Governor 
Whole School 

 
• Policy Review / Update 
• Safeguarding Initiatives  

 
 
5.1.3.School Principal 
 
The principal has the overall responsibility for the day to day running of 
the school including the appointment and management of suitable staff to 
the designated teacher posts.  The Principal must ensure that parents and 
pupils receive a copy of the Child Protection Policy and Complaints 
Procedures every 2 years. 
 
The Principal as the secretary to the Board of Governors, will have the 
responsibility of making sure that the Board of Governors fulfil their 
Child Protection duties,  keeping them informed of any changes to 
guidance, procedure or legislation relating to child protection, ensuring 
termly inclusion of child protection activities on the agenda. 
 
 
Designated Teacher for Child Protection 
 
Every school is required to have a  Designated / Deputy Designated 
Teacher with responsibility for Child Protection. This is a highly skilled 
role developed and supported through specialised training requiring 
knowledge and professional judgement on complex and emotive issues.  
It involves: 
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• The training of all school staff including support staff 
 
• Being available to discuss the child protection 
 concerns of any member of staff 
• Responsibility for record keeping of all child protection concerns  
• Making referral to Social Services or PSNI Care Units 
• Liaison with the ELB Designated Officers for Child Protection  
• Keeping the school principal informed 
• The lead responsibility for the development of the school’s child 

protection policy 
• Promotion of a child protection ethos in the school 
• Written reports to the Board of Governors regarding child 

protection 
• Notifying the following of child protection referrals: 

i. the local diocesan administrator in  maintained schools 
ii. the Chair of the Board of Governors in voluntary grammar 

and grant maintained schools 
 
 

Deputy Designated Teacher For Child Protection 
 
To support and undertake the duties of the Designated Teacher for Child 
Protection as required. 
 
 
5.2 EDUCATION AND LIBRARY BOARD KEY SERVICES  
 
 
5.2.1 Child Protection Support Service For Schools( CPSSS ) 

 
The CPSSS is based within the Education Welfare Service. There are two 
designated officers for child protection in each ELB area who provide the 
Child Protection Support Service to schools.  The service in each ELB is 
managed by the Chief Education Welfare Officer.   
 
The CPSSS includes: 

• a telephone helpline   
• training in Child Protection to designated 

school personnel which includes Governors   
• professional support to designated teachers 
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5.2.2 Human Resources 
 
In order to comply with child protection legislation and 
Department of Education Circulars regarding human resource 
management,  the Human Resources department within each ELB 
provides guidance, advice and training to schools and Board of Governor 
members on recruitment, selection, vetting and disciplinary issues 
relating to staff.   
 
 
5.2.3 Education Welfare Service (EWS) 
 
The EWS is a specialist education support service which promotes the 
participation of children and young people in beneficial education. 
 
Every School will have a link Education Welfare Officer ( EWO ) who 
meets with the school personnel on a regular basis. School staff will be 
invited to attend Child Protection Case Conferences and Reviews held by 
Social Services and where a child or young person has been referred to 
the EWO, they will also be invited to attend.  
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6.What Should Your Child Protection Policy Include? 
 
A school’s Child Protection Policy must be a ‘living document’  
providing a secure framework within which all staff can work. It reflects 
the values to which the school is committed and how the school is 
fulfilling its statutory responsibilities in safeguarding children. Each 
school should develop their policy in order to address the needs of their 
specific school community.   
 
• The school’s Child Protection ethos 
• Definitions and potential signs and symptoms of abuse 
•  The roles of the Designated and Deputy Designated Teachers and 

 who they are 
• The reporting process for Child Protection concerns: 

 
i. who to report to 
ii. what to record 

         iii.  values and skills to be used. 
 
• The reporting process for  concerns about school staff or volunteers 
• How a parent can make a complaint 
• The school’s anti - bullying policy including the procedures for 

reporting incidents 
• The school’s vetting procedures 
• Guidelines for volunteers 
• A Code of Conduct for all staff 
• The school’s approach to “The Preventative Curriculum”. 
• Policy on specific issues e.g. use of physical restraint/intimate 

care/use of  images. 
 
 
The Child Protection Policy must be reviewed annually with a copy 
shared with parents every 2 years. 
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7. What is the Role of the Education Training Inspectorate 
(ETI)? 

The ETI provide Inspection Services for Department of Education, 
Department of Culture, Arts & Leisure and Department for Employment 
& Learning. Within the Inspectorate, particular inspectors carry out 
specific roles.  The role of the District Inspector (DI) has been part of the 
role of an inspector in Northern Ireland (NI) since the beginnings in 1832. 

A District Inspector has responsibility for a group of organisations within 
sectors and phases, the pre-school sector, primary schools, post-primary 
schools, colleges of further education, training organisations and youth 
organisations.  

The chair of the Board of Governors is notified when an inspection is 
announced. An Inspector will be delegated to survey pastoral care 
arrangements within the school, of which some will relate specifically to 
Child Protection. 
 
The proforma sent out by the ETI will detail the issues to be considered 
and these will include: 
Child Protection Training 
Governor Training  
Designated Teachers 
Record Keeping 
DE Circulars 
‘Pastoral Care in Schools- Child Protection’ – guidance 
The Welfare and Protection of Pupils 2003 Order. 
 
The Inspectors will meet separately with the governors on the first day of 
the inspection. The Inspector will want to know that the school has a 
delegated Governor for Child Protection and will ask governors questions 
relating to the child protection systems and processes set up within their 
school. An in-depth evaluation and report will be provided indicating the 
ETI findings. A follow-up inspection, if required, will be carried out 
normally within 18-24 months. If, however, significant pastoral care or 
child protection issues are identified during the inspection, a follow-up 
inspection on these issues will take place within a period of 6-8 weeks 
 
The following Governor Training Programme and Checklist will provide 
a sound basis for auditing your school and it can be used each year as part 
of the school development plan, to assist in identifying key areas for 
improvement. 
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8. Child Protection Training For School Governors 
 
 
Child Protection Training for school governors has three specific strands  
 
Strand 1. Initial awareness of child protection that will be included as part 
of the induction programme for all governors 
 
Strand 2. In- depth child protection training from the CPSSS for chairs of 
governors and specific governors who have been delegated to take the 
lead in child protection issues in order that they can assist the full board 
of governors with their child protection governance 
 
Strand 3. Training on recruitment, selection and vetting in relation to 
child protection legislation and DE guidance for governors who will be 
sitting on interview or teaching appointments panels.  
 
 
Recommended training for school governors  
 
Who Strand 1 Strand 2 Strand 3 
 
All school 
governors 
 

 

√ 
  

 
Chair of 
Governors  
 

 
√ 

 
√ 

 

 
Governors who 
will be sitting on 
interview / 
appointments 
panels 

 

 
 
√ 

  
 
√ 

 
Governors who 
are delegated to 
take the lead in 
child protection 
governance 

 
√ 

 
√ 

 
√ 
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 9. CHILD PROTECTION - Checklist for Board of Governors 
 

Issue Yes Evidenced by No Action Review/ 
Update 

 
Whole School 

 
 
1 Your school has written and 

produced a Child Protection 
Policy /Procedures which has 
been ratified by the BOG  

 

     

 
2 A review of these Policies and 

Procedures is timetabled 
annually within the school’s 
management programme  

 

     

 
3   All school personnel – teaching 

or non-teaching, paid or unpaid 
have been made aware of and 
adhere to the Child Protection 
Policy 

 

     

 
4 An agreed Code of Conduct for 

all school personnel has been 
drawn up and ratified by the 
Board of Governors 

 

     

 
5 There is a Designated, Deputy 

Designated Teacher, and 
Designated Governor appointed 

 

     

 
6 The names of the Designated 

Teacher and Deputy Designated 
Teacher are known to all 
teaching and non-teaching staff 
in the school 

 

     

 
5   All school staff, teaching and  
non teaching are vetted in 
compliance with DE 2006 Circulars 
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Issue Yes Evidenced by No Action Review/ 
Update 

 
Communication and Record Keeping 

 
 
11 Information on Child Protection 

has been provided to all school 
Governors 

 

     

 
12 The school has an established 

and confidential recording 
system for information about 

♦ Suspicions of abuse 
♦ Disclosure of abuse 
♦ Complaints against staff 
 

     

 
13 There is an agreed reporting 

system e.g. Teacher to 
Designated Teacher to Principal 
– known by all teaching and 
non-teaching, peripatetic staff 
parents and pupils 

 

     

 
14 Recruitment and Vetting 

Procedures have been 
established and are operational 
in relation to the selection and 
use of volunteers  

 

     

 
15 A report  on  all aspects of      

Child Protection activity 
      within the school is presented 
     by the designated the Teacher to 

the Board of Governors as an 
Agenda item at least annually.    

 

       
 
 

 
16 The school’s Record of Child 

Abuse Complaints is on the 
agenda for consideration 
annually at a Board of 
Governors meeting 
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Issue Yes Evidenced by No Action Review/ 
Update 

Pupils 
 
17 The School has informed all 

pupils, in understandable 
language to them, the Child 
Protection arrangements within 
the school. 

 

     

18 There is information displayed 
prominently throughout the 
school regarding how a concern 
/ complaint might be raised ( ref 
pg13 of ‘Pastoral Care in 
Schools’ 99/10 document ) 

 

     

19 There is appropriate support 
available to children and  young 
people, including any who are 
at particular risk or who have 
disclosed abuse or who are 
known to be on the child 
protection register. 

 

     

 
Training  

 
20 The Designated and Deputy 

Designated Teacher have 
received full Child Protection 
Training from the ELB within 
the last 3 years 

 

     

21 The Designated / Deputy 
Designated Teacher have 
received on-going cluster group 
support from the ELB 

 

     

22 All Governors have received 
child protection awareness 
training at induction from the 
ELB 

 

     

23  Governors sitting on interview/ 
appointment panels have 
received specific training in 
relation to recruitment and 
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24 Child Protection training has 
been cascaded to all members of 
staff, both teaching and non-
teaching facilitated by the 
designated / deputy teacher 

 

     

25 Beginning Teachers and New 
Staff have Child Protection 
training at induction to the 
school 

     

Issue Yes Evidenced by No Action Review/ 
Update 

Child Protection Documents 
 

26 Sufficient copies of DENI’s 
Circular Pastoral care in 
Schools: Child Protection 
1999/10 ( or any DE guidance 
on Child Protection which 
replaces it) are available for 
Governors and school staff 

 

     

27 Sufficient copies of DE Circular 
2003/13 Welfare and Protection 
of Pupils Education and the 
Education and Libraries (NI) 
Order 2003 are available to the 
Principal and Governors and 
that school policies and 
procedures are in line with the 
stated duties 

 

     

 
28   Copies of DE Circulars   

2006/06, 07, 08, 09, 09a and 
09b (vetting and selection of 
staff) are available to the 
Principal and Governors 

 

     

29 Copy of DE Circular 2006/14 
(School Attendance: Absence 
Recording by Schools) is 
available to the Principal and 
Governors 

 

     

30  Copy of DE Circular 2006/25 
(vetting of School Governors) is 
available to the Principal and 
Governors 
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10. Where do I get help? 
 
Board Chief 

Education 
Welfare 
Officer 

Designated 
Officers for 
Child Protection 

Telephone 

 
Belfast Education 
and Library Board 
www.belb.co.uk   

 
Pamela 
Woods 

 
Brenda Walker 
Therese Moran 

 
028 90564289 

 
North Eastern 
Education and 
Library Board 
www.neelb.org.uk

 
Maxine 
Devenney 

 
Lorraine O’Neill 
Patricia O’Hare 

 
028 94482223 

 
South Eastern 
Education and 
Library Board 
www.seelb.org.uk

 
Kate Bridge 

 
Alison Casey 
Colum Boal 

 
028 90566434 

 
Southern Education 
and Library Board 
www.selb.org.uk
 

 
Alex Barr 

 
Kathy McCann 
Jennifer 
McCann 

 
028 38341975 

 
Western Education 
and Library Board 
www.welbni.org.uk
 

 
Tony 
McGonagle 

 
Marion McBride 
Nicola Topping 

 
028 82411289 

 
Further helpful web sites with governor information 
 
www.deni.gov.uk  
www.governornet.co.uk
www.teachernet.co.uk
www.teachers.tv
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