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Child Protection Manual

Welcome to English Castle's comprehensive Child and Youth Protection Manual. This 
document outlines our unwavering commitment to safeguarding all children and young 
people in our care. It details our policies, procedures, and expectations for all staff, 
administrators, and board members to ensure we maintain the highest standards of 
protection and care. By implementing these guidelines, we strive to create an environment 
where every student can learn, grow, and thrive in complete safety.
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Introduction and Purpose
At English Castle, we recognize our fundamental responsibility to protect the children and 
adolescents entrusted to our care. This manual serves as the cornerstone of our commitment 
to creating and maintaining a safe, respectful, and nurturing environment for all students.

Purpose of This Manual
This Child and Youth Protection Manual has been developed to:

Establish clear guidelines and procedures for protecting children from harm

Define the responsibilities of all staff, administrators, and board members

Provide a framework for identifying and responding to concerns about child welfare

Ensure compliance with legal requirements and educational best practices

Foster a culture where child protection is everyone's priority

1

Establish Standards
Set comprehensive protection standards 
aligned with the Child First Act and 
Cognia guidelines

2

Prevent Harm
Implement preventative measures and 
clear boundaries to minimize risk factors

3

Respond Effectively
Provide clear procedures for reporting 
and addressing concerns promptly

4

Foster Safety Culture
Create an environment where 
safeguarding is integrated into all 
aspects of school life

This manual applies to all individuals who work with or around our students, including 
teachers, administrators, support staff, volunteers, contractors, and board members. Every 
person associated with English Castle plays a vital role in maintaining our protective 
environment and upholding the standards outlined in this document.



Our Commitment to Child Protection
English Castle is deeply committed to the safety, well-being, and dignity of every student. We uphold the 
highest standards for child protection by fostering a safe, respectful, and nurturing environment4free from 
harm, abuse, or neglect. Our commitment extends beyond mere compliance with regulations; it is embedded 
in our institutional values and culture.

All staff members receive comprehensive training in safeguarding protocols and are dedicated to supporting 
each child's right to learn, grow, and thrive in a secure setting. We recognize that effective child protection 
requires vigilance, transparency, and a proactive approach to potential concerns.

We believe that all children have the right to feel safe, valued, and respected in every interaction within our 
school community.

Our commitment to child protection is guided by both legal frameworks and ethical principles. We maintain a 
zero-tolerance policy for any form of abuse, neglect, or exploitation, and we are committed to taking swift and 
appropriate action when concerns arise.

Safeguarding Practices
To fulfill our commitment to child protection, English Castle implements the following safeguarding practices:

Legal Compliance
We adhere to all national child protection laws 
and Cognia accreditation guidelines, ensuring our 
practices meet or exceed required standards.

Rigorous Screening
We conduct comprehensive background checks 
on all staff, volunteers, and contractors before 
they interact with students.

Regular Training
All personnel receive initial and ongoing training 
on recognizing signs of abuse, proper reporting 
procedures, and appropriate boundaries.

Open Communication
We foster an environment where students feel 
empowered to speak up about concerns, and staff 
understand their reporting obligations.

Through these practices and our unwavering commitment, we strive to ensure that every child at English 
Castle is protected, respected, and able to thrive in our educational environment.



Child Protection Policy Statement
In alignment with Child First Act (FFPSA and Children First 2015)

At English Castle, we recognize our paramount responsibility to safeguard the health, safety, and well-
being of all children entrusted to our care. We are fully committed to creating and maintaining a secure, 
inclusive, and nurturing learning environment, where every child is protected from harm, abuse, 
neglect, and exploitation.

Core Policy Principles
Child-Centered Approach
We place the best interests of children at 
the center of all decisions and actions. Our 
policies and procedures are designed with 
the primary goal of protecting children's 
welfare above all other considerations.

Shared Responsibility
Child protection is everyone's responsibility. 
All staff members, regardless of position, are 
mandatory reporters and play a crucial role 
in creating a safe environment. We 
maintain clear lines of accountability 
throughout our organization.

Preventative Focus
We emphasize prevention through 
education, awareness, and establishing 
clear boundaries. All community members 
receive age-appropriate information about 
personal safety, healthy relationships, and 
appropriate conduct.

Continuous Improvement
We regularly review and update our child 
protection policies to reflect best practices, 
evolving standards, and lessons learned. All 
updates are communicated transparently to 
staff, families, and the broader school 
community.

Policy Implementation
This policy is implemented through:

A designated Child Protection Officer who oversees all safeguarding matters

Clear reporting mechanisms accessible to all community members

Documented procedures for addressing concerns and disclosures

Regular training for all staff and appropriate education for students

Partnerships with relevant external agencies and authorities

Transparent communication with the school community

This policy statement serves as the foundation for all child protection efforts at English Castle and is 
supported by detailed procedures outlined in subsequent sections of this manual.



Definitions and Indicators of Abuse
Understanding the various forms of child abuse and their indicators is essential for effective prevention and intervention. This section provides 
definitions and potential warning signs to help all staff members recognize situations that may require action.

Forms of Abuse

Type of Abuse Definition Potential Indicators

Physical Abuse The intentional use of physical force against 
a child that results in, or has a high 
likelihood of resulting in, harm to the child's 
health, survival, development, or dignity.

Unexplained bruises, burns, fractures, or 
injuries

Injuries inconsistent with explanation

Multiple injuries in various stages of 
healing

Fear of physical contact or flinching 
when touched

Excessive wearing of clothing to cover 
injuries

Emotional Abuse Persistent emotional maltreatment of a 
child that causes severe and adverse 
effects on the child's emotional 
development and sense of self-worth.

Delayed emotional development

Extreme behavior (overly compliant or 
demanding)

Inappropriate adult behaviors 
(parenting other children)

Self-harm or expressions of despair
Fear of making mistakes or new 
situations

Sexual Abuse Involving a child in sexual activity that they 
do not fully comprehend, cannot give 
informed consent to, or for which they are 
not developmentally prepared.

Age-inappropriate sexual knowledge or 
behavior
Physical symptoms in genital or anal 
areas

Fear of specific individuals or situations
Regression to younger behaviors

Reluctance to change clothes or 
participate in physical activities

Neglect Failure to provide for a child's basic 
physical, emotional, medical, or educational 
needs, which presents significant risk to 
the child's wellbeing.

Poor hygiene or inappropriate clothing 
for weather

Untreated medical or dental issues

Frequent absences from school

Constant hunger or fatigue
Reports of being left alone or 
unsupervised

Important Note: The presence of these indicators does not automatically confirm abuse is occurring. However, they should prompt 
further assessment and potential reporting according to our procedures. When in doubt, consult with the Child Protection Officer.

All English Castle staff are required to familiarize themselves with these definitions and indicators as part of their mandatory child protection 
training. Recognizing potential signs of abuse is the first step in our collective responsibility to protect children.



Reporting Procedures
English Castle maintains clear, accessible reporting procedures to ensure that any concerns about child welfare are addressed 
promptly and appropriately. All staff members are mandatory reporters and must follow these procedures when they have 
reasonable cause to suspect abuse or neglect.

When to Report
Staff must report when they:

Observe signs of potential abuse or neglect

Receive a disclosure from a child

Hear credible second-hand information indicating possible abuse

Witness inappropriate behavior by adults toward children

Have any reasonable cause for concern about a child's welfare

How to Respond to a Disclosure
Remain calm and listen attentively

Reassure the child they've done the right thing by telling you

Do not promise confidentiality

Do not ask leading questions

Document the disclosure using the child's exact words when possible

Follow reporting procedures immediately

Reporting Process

Identify Concern
Staff member identifies a reasonable concern about a 
student's welfare

Document
Complete the Child Protection Concern Form with factual, 
detailed information

Report
Submit the form to the Child Protection Officer within 24 
hours

Follow-up
Cooperate with any investigation and maintain confidentiality

Confidentiality and Record-Keeping
All reports and subsequent actions are handled with strict confidentiality. Access to child protection records is limited to those with a 
legitimate need to know. Records are maintained securely in accordance with data protection regulations and school policies.

English Castle prohibits retaliation against anyone who makes a good-faith report of suspected abuse or neglect. Staff members are 
protected from adverse employment consequences for fulfilling their reporting obligations.

Child Protection Concern Forms are available in the school office, staff room, counseling center, and electronically on the 
school's secure internal portal.



Procedures for Allegations Against Staff
English Castle takes all allegations against staff members with the utmost seriousness. We have established specific procedures to address such 
situations fairly, thoroughly, and with appropriate consideration for both child safety and due process.

Immediate Response to Allegations

1

Initial Report
Allegation is reported to the Child Protection Officer 

and School Principal immediately

2

Safety Measures
Immediate steps taken to ensure student safety, 

which may include reassignment of the staff 
member to non-student-facing duties

3

External Reporting
Mandatory reporting to appropriate external 
authorities according to legal requirements

4

Initial Assessment
Preliminary review to determine the nature and 

scope of the investigation needed

Investigation Process
Investigations into allegations against staff members will:

Be conducted by trained individuals who maintain objectivity

Respect the confidentiality of all parties involved

Follow due process and adhere to employment laws

Be documented thoroughly and securely

Proceed in coordination with any external investigation by authorities

Be completed as promptly as thoroughness allows

Potential Outcomes

Finding Possible Actions

Allegation substantiated Immediate termination of employment

Reporting to licensing bodies and relevant authorities

Criminal charges (determined by law enforcement)

Allegation unsubstantiated but concerns remain Additional training and supervision

Modified duties or reassignment
Probationary period with clear expectations

Allegation unfounded Return to regular duties

Support for reintegration

Documentation of findings

Important: Throughout this process, our primary consideration remains the safety and wellbeing of students, while also ensuring fair 
treatment of staff members. False allegations made with malicious intent will be addressed through appropriate disciplinary channels.

English Castle recognizes the significant impact allegations can have on all involved parties. Support services will be made available to students, 
families, and staff affected by these situations.



Community Expectations and Responsibilities
Creating a safe environment for children requires the active participation and commitment of our entire school community. This 
section outlines the expectations and responsibilities for different stakeholder groups at English Castle.

Board of Directors Responsibilities

Policy Governance
Approve and regularly review child protection policies and 
procedures

Resource Allocation
Ensure adequate resources for implementation of protection 
measures

Oversight
Monitor compliance and effectiveness of child protection 
efforts

Accountability
Hold school leadership accountable for maintaining 
protection standards

Administration Responsibilities

School Leadership
Champion a culture of child safety throughout the school

Ensure all staff receive appropriate training

Oversee implementation of protection policies

Review and respond to all child protection concerns

Serve as liaison with external agencies when necessary

Child Protection Officer
Act as the primary point of contact for child protection 
concerns

Coordinate staff training and awareness programs

Maintain secure records of all reports and actions taken

Advise staff on child protection matters

Stay current on best practices and legal requirements

Staff Responsibilities
All staff members, regardless of position, must:

Complete mandatory training
Participate in initial and ongoing child protection training 
to recognize signs of abuse and understand reporting 
procedures

Maintain appropriate boundaries
Adhere to the Professional Boundaries Policy in all 
interactions with students, both in person and in digital 
communications

Report concerns promptly
Immediately report any reasonable suspicion of abuse or 
neglect following established procedures

Model respectful behavior
Demonstrate respect for children's dignity, privacy, and 
autonomy in all interactions

Parents and Community
While this manual primarily addresses staff responsibilities, we encourage parents and community members to:

Familiarize themselves with the school's child protection policies

Report any concerns about student welfare to the Child Protection Officer

Support the school's efforts to educate students about personal safety

Respect confidentiality regarding child protection matters

By clearly defining these expectations and responsibilities, English Castle ensures that child protection is integrated into every aspect 
of our school community.



Professional Boundaries and Code of Conduct
Maintaining appropriate professional boundaries is essential for creating a safe environment for students while allowing for meaningful 
educational relationships. All staff members must adhere to these guidelines to protect both students and themselves.

Core Principles of Professional Boundaries
Transparency: Interactions with students should be observable and interruptible

Consistency: Boundaries should be applied equally to all students

Respect: Student dignity, privacy, and autonomy must be honored

Professionalism: Relationships must remain within appropriate educational contexts

Professional boundaries are not barriers to connection4they are the foundation that allows for safe, appropriate, and meaningful 
educational relationships.

Remember: When in doubt about whether an action crosses a boundary, consult with a supervisor before proceeding.

Boundary Guidelines by Context

Context Appropriate Inappropriate

Physical Contact Brief, side-by-side hugs

Handshakes and high-fives
Age-appropriate physical guidance for 
instruction

Prolonged or front-facing embraces

Sitting students on lap (except for 
youngest children when necessary)

Any unwanted physical contact

Communication School-approved platforms

Professional language
Group messages including 
parents/colleagues

Personal social media connections

Private messaging outside school 
platforms

Sharing personal problems or 
inappropriate content

One-on-One Interactions Open or visible locations
Scheduled meetings with clear purpose

Documentation when appropriate

Meetings in secluded areas
Unnecessary time alone with a student

Unscheduled off-campus meetings

Gift-Giving Small tokens to entire class/group

Academic recognition rewards
School-approved incentives

Expensive or personal gifts to individuals

Secret gifts
Items that could be perceived as 
grooming

Digital and Social Media Boundaries

Communication Platforms
Use only school-approved platforms for digital communication 
with students and families. All communication should be 
transparent and professional.

Social Media Separation
Maintain separate personal and professional social media 
accounts. Do not accept or request student connections on 
personal accounts.

Content Appropriateness
Ensure all shared content is educational, age-appropriate, and 
aligned with school values. Avoid posting images of students 
without proper permission.

After-Hours Communication
Limit communication to school hours except in emergency 
situations. Copy parents/guardians or colleagues when 
communication outside school hours is necessary.

Violations of these boundaries must be reported following the same procedures outlined in the Reporting Procedures section. English Castle is 
committed to addressing boundary concerns promptly to maintain a safe environment for all students.



Conclusion and Acknowledgment
This Child and Youth Protection Manual represents English Castle's comprehensive approach to safeguarding the 
students entrusted to our care. By implementing these policies and procedures, we strive to create an environment 
where every child can thrive academically, socially, and emotionally in complete safety.

What This Manual Includes

Ongoing Commitment
This manual is a living document that will be reviewed annually and updated as needed to reflect evolving best 
practices, legal requirements, and organizational learning. All updates will be communicated to the school 
community through appropriate channels.

English Castle is committed to continuous improvement in our child protection practices. We welcome feedback 
from all stakeholders as we work together to ensure the highest standards of safety for our students.

Acknowledgment of Receipt and Understanding
All staff members, board members, volunteers, and contractors working with English Castle must acknowledge that 
they have read, understood, and agree to comply with this Child and Youth Protection Manual. This acknowledgment 
will be documented through a signed form that will be maintained in personnel records.

Acknowledgment Form

I acknowledge that I have received, read, and understood the English Castle Child and Youth Protection 
Manual. I agree to comply with all policies and procedures contained therein and understand my 
responsibilities as a mandatory reporter. I commit to participating in required training and to maintaining 
appropriate professional boundaries in all interactions with students.

Name: ______________________ Position: ______________________

Signature: ______________________ Date: ______________________

Thank you for your commitment to creating a safe, nurturing environment for all students at English Castle.

Policy Statements
Core commitments and principles 

guiding our child protection efforts

Abuse Definitions
Clear explanations of different forms of 
abuse and their indicators

Reporting Procedures
Step-by-step guidance for reporting 
and responding to concerns

Professional Boundaries
Guidelines for maintaining appropriate 
staff-student relationships

Community Responsibilities
Expectations for all stakeholders in 

protecting children
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