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1. Purpose and aims 

Tanners Wood JMI School is committed to providing a safe, open and transparent culture in which 

the welfare of children is paramount. 

We recognise that safeguarding children requires appropriate action not only when an allegation 

meets the harm threshold, but also when concerns arise about adult behaviour that does not meet 

that threshold. 

This policy ensures that concerns about the conduct of adults working in or on behalf of the school 

are identified, shared, recorded and responded to appropriately. It applies to employees, supply 

and agency staff, trainee teachers and students on placement, contractors, governors, 

volunteers, visitors and other adults working in or on behalf of the school. 

The aims of this policy are to: 

• promote an open and transparent safeguarding culture; 

• encourage concerns about adult conduct to be shared at the earliest opportunity; 

• ensure adults feel able to self-refer where appropriate; 

• identify inappropriate, problematic or concerning behaviour early; 

• minimise the risk of abuse and maintain appropriate professional boundaries; 

• ensure concerns are dealt with promptly, proportionately and fairly; 

• identify patterns of concerning behaviour; and 

• protect children and promote their welfare. 

This policy reflects Part Four of Keeping Children Safe in Education 2026, which distinguishes 

between allegations that may meet the harm threshold and concerns or allegations that do not 

meet the harm threshold, commonly referred to as low-level concerns. 

It should be read alongside the school’s Child Protection and Safeguarding Policy, Staff Code of 

Conduct, Whistleblowing Policy, Safer Recruitment Policy, Managing Allegations procedures, 

Disciplinary Policy, Data Protection Policy and Privacy Notices. It also has regard to Working 

Together to Safeguard Children 2026. 

Concerns may arise through a suspicion or observation; a complaint; a disclosure by a child, 

parent, carer or another adult; information received from within or outside the school; pre-

employment vetting or safer recruitment checks; or an adult voluntarily sharing information about 

their own conduct. All concerns will be taken seriously and considered in a timely manner. 

2. What is a low-level concern? 

The term low-level concern does not mean that the concern is insignificant. 

A low-level concern is any concern, no matter how small and even if it amounts to no more than 

a sense of unease or a “nagging doubt”, that an adult working in or on behalf of the school may 

have acted in a way that is inconsistent with the Staff Code of Conduct, including inappropriate 

conduct outside work, and does not meet the harm threshold or is otherwise not considered 

sufficiently serious to consider referral to the Local Authority Designated Officer (LADO). 

The behaviour may exist on a spectrum from inadvertent or thoughtless behaviour, or behaviour 

that may appear inappropriate but might not be in the specific circumstances, through to 

behaviour ultimately intended to enable abuse. Concerns must therefore be shared and recorded 

so that the school can consider the circumstances and identify patterns. 

Examples of low-level concerns 

Examples could include, but are not limited to, an adult: 

• being over-friendly with children or having favourites; 

• taking photographs of children on a personal device contrary to school policy; 

• engaging one-to-one with a child in a secluded area or behind a closed door contrary to safer 

working practice; 
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• using inappropriate, intimidating, humiliating, sexualised or offensive language; 

• making inappropriate jokes or comments; 

• using personal social media or unauthorised channels to communicate with pupils; 

• giving inappropriate gifts to a child; 

• transporting a pupil in a private vehicle without appropriate authorisation; 

• failing to maintain appropriate professional boundaries; 

• engaging in unnecessary physical contact; 

• sharing inappropriate personal information with a pupil; or 

• behaving inside or outside school in a manner inconsistent with the school’s expectations of 

adults working with children. 

This list is not exhaustive. Staff must not decide for themselves that something is too minor to 

report. If uncertain, they should discuss the behaviour with the Headteacher or DSL. 

3. The harm threshold 

A low-level concern is different from an allegation that may meet the harm threshold. The harm 

threshold may be met where it is alleged that an adult working in or on behalf of the school has: 

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 they may pose a risk of harm to 

children; or 

4.  behaved or may have behaved in a way that indicates they may not be suitable to work with 

children. 

The final category may include behaviour outside school that does not involve a child. Where 

information indicates that the harm threshold may have been met, the matter will not be managed 

solely as a low-level concern. 

The school will follow its Managing Allegations procedures and Part Four of KCSIE 2026 and 

seek advice from the LADO as appropriate. Where there is doubt, the Headteacher or DSL will 

seek LADO advice. If a child is in immediate danger or there is an immediate risk of serious harm, 

the police and/or Children’s Social Care will be contacted without delay. 

4. Creating a culture of openness 

Tanners Wood JMI School seeks to create an environment in which adults feel confident to 

identify and share concerns about adult behaviour at the earliest opportunity. 

All staff, governors, volunteers and adults working in or on behalf of the school are expected to: 

• maintain appropriate professional boundaries; 

• follow the Staff Code of Conduct and safeguarding procedures; 

• remain alert to inappropriate or concerning adult behaviour; 

• share concerns promptly and honestly; 

• understand that raising a low-level concern is a safeguarding responsibility and is not, in itself, 

an accusation of wrongdoing; 

• recognise the importance of identifying patterns of behaviour; 

• reflect upon their own conduct; and 

• self-refer where their own conduct may have fallen below expected professional standards. 

The school will encourage an open and transparent culture in which staff feel able to identify and 

share concerns about adult conduct, including their own conduct, at the earliest opportunity. Staff 

raising genuine concerns in good faith will be supported and should not fear unfair or detrimental 

treatment. 
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5. Reporting a low-level concern 

Low-level concerns should be reported as soon as reasonably possible and ideally on the same 

working day. Staff must not delay reporting to gather further information or investigate the matter 

themselves. 

School safeguarding contacts 

• Headteacher: Mrs Qureshi 

• Designated Safeguarding Lead: Miss Rogers 

• Deputy Designated Safeguarding Leads: Mrs Qureshi, Miss Edwards, and Mrs Gallagher. 

 

Concerns about an adult should normally be reported to the Headteacher. Where the 

Headteacher is unavailable, concerns should be reported to the DSL. 

Concern about the Headteacher 

A concern or allegation relating to the Headteacher must be reported directly to the Chair of 

Governors without informing the Headteacher first. The Chair will follow the appropriate 

procedures and seek LADO advice where required. 

How to report a concern 

A concern may initially be raised verbally, in writing, using the Low-Level Concern Reporting Form 

at Appendix A, or through an approved secure safeguarding reporting system where available. A 

concern reported verbally must subsequently be recorded in writing. The reporter should provide 

as much factual information as possible but must not investigate the concern. 

6. Self-referral 

The school encourages adults to self-refer where they believe that they have found themselves 

in a situation that could be misinterpreted; may have behaved below expected professional 

standards; have inadvertently breached the Staff Code of Conduct; have behaved in a way that 

could appear compromising; or wish to seek advice about professional boundaries. 

Self-referral is an important part of an open safeguarding culture and does not automatically result 

in disciplinary action. The circumstances will be considered fairly, objectively and proportionately. 

7. Receiving and assessing a concern 

When a concern is received, the Headteacher or DSL will consider it promptly. Where necessary, 

they may speak to the person who raised it, the adult who is the subject of it, witnesses and other 

relevant individuals. 

Information is gathered to establish the facts and determine the appropriate response. This must 

not prejudice any formal safeguarding, disciplinary or criminal investigation that may subsequently 

be required. For a third-party concern, the Headteacher or DSL should obtain as much information 

as reasonably possible from the person who raised it, unless inappropriate. 

The Headteacher or DSL will determine whether: 

• the behaviour is consistent with the Staff Code of Conduct and no further action is necessary; 

• the behaviour constitutes a low-level concern; 

• the behaviour may constitute misconduct or poor performance requiring management or HR 

action; 

• a pattern of behaviour increases the level of concern; or 

• the information may meet the harm threshold and LADO advice is required. 

The rationale for the decision will be recorded. 
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8. Recording low-level concerns 

All low-level concerns will be recorded in writing. The record should include: 

• the name and role of the adult concerned; 

• the name of the person raising the concern, unless anonymous; 

• the date and time of the conduct and the report, where known; 

• a clear, factual and neutral description of the concern and relevant context; 

• details of witnesses; 

• the response of the adult concerned, where obtained; 

• action taken and the outcome; 

• the rationale for decisions; and 

• any follow-up or review required. 

Records should avoid speculation, opinion or emotive language unless clearly identified as the 

reported view of an individual. Records will be secure and confidential, with access restricted to 

those who require it for legitimate safeguarding or management purposes. 

Low-level concern records will be held separately from personnel files. Information may be 

appropriately cross-referenced or placed on a personnel file where a concern results in formal 

management, capability or disciplinary action. 

9. Responding to a low-level concern 

The response will be proportionate to the circumstances. Possible actions may include: 

1.  no further action, with the rationale recorded; 

2.  clarification of the Staff Code of Conduct or professional expectations; 

3.  a supportive professional conversation; 

4.  advice regarding safer working practice; 

5.  additional training, supervision or support; 

6.  review of working arrangements, duties, location or risk assessments; 

7.  informal management action; 

8.  formal management, capability or disciplinary procedures where appropriate; 

9.  review of other concerns to identify a pattern; 

10.  consultation with HR; 

11.  seeking advice from the LADO; 

12.  escalation under the Managing Allegations procedures; and/or 

13.  consideration of referrals to relevant agencies where statutory criteria are met. 

Conduct need not meet the harm threshold for the school to take appropriate management or 

disciplinary action. Decisions will be fair and proportionate, with children’s welfare the primary 

consideration. 

10. Identifying patterns of behaviour 

Individual concerns may appear insignificant in isolation but demonstrate a concerning pattern 

when considered together. The Headteacher and DSL will review records regularly and consider: 

• multiple concerns relating to the same adult; 

• repeated boundary issues; 

• similar behaviours displayed by different adults; 

• environments, activities, practices or procedures contributing to concerns; and 

• changes needed to school culture, training, supervision, policy or safer working practice. 
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Where a pattern is identified in relation to an individual, the school will consider disciplinary 

procedures and whether the harm threshold may now be met. Wider cultural patterns will prompt 

a review of policies, procedures, training and working practices. 

11. Concerns that escalate 

A concern initially assessed as low-level may become more serious because additional 

information becomes available, further concerns are reported, a pattern emerges, or the impact 

or context is reassessed. 

The Headteacher or DSL will reconsider whether the harm threshold is met and seek LADO 

advice where appropriate. The school will also consider whether it has a duty to refer to the 

Disclosure and Barring Service and/or another professional or regulatory body where the statutory 

criteria are met. 

12. Support for children 

Where a child may have been affected, the DSL will consider appropriate support, which may 

include: 

• speaking with the child in an age-appropriate manner; 

• checking the child’s welfare and identifying trusted adults; 

• providing pastoral or curriculum support; 

• making a referral for additional support where appropriate; and 

• communicating with parents or carers where appropriate and consistent with safeguarding 

requirements. 

The child’s wishes and feelings will be considered in accordance with their age and 

understanding. Their welfare and best interests will remain central to decisions. 

13. Support and fairness for adults 

The school recognises that having a concern raised about professional conduct can be difficult. 

Adults who are the subject of a concern will be treated fairly, respectfully and sensitively. 

Where appropriate, they will be informed of the nature of the concern, have an opportunity to 

provide their account, be informed of the outcome, receive guidance and support, and be told of 

expectations or actions arising from the concern. 

Information may sometimes be withheld temporarily where disclosure could prejudice a 

safeguarding, LADO, police, HR or other investigation. A low-level concern will not automatically 

result in disciplinary action, but relevant procedures may be followed where conduct amounts to 

misconduct, poor performance or repeated boundary breaches. 

14. Confidentiality 

Low-level concerns will be handled sensitively and confidentially. Information will be shared only 

with those who have a legitimate need to know to safeguard children, manage the concern, obtain 

professional or legal advice, meet statutory responsibilities, or undertake management or 

disciplinary action. 

Absolute confidentiality cannot be promised because information may need to be shared to 

protect a child or comply with legal and safeguarding duties. 

15. Data protection and record retention 

Information will be processed in accordance with UK GDPR, the Data Protection Act 2018, 

applicable safeguarding information-sharing requirements, the school’s Data Protection Policy, 

Privacy Notices and records retention arrangements. 
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Records will be stored securely with appropriately restricted access. They will be retained at least 

until the individual leaves employment or ceases their role with the school, unless there is a lawful 

and appropriate reason to retain them longer. Records relating to allegations meeting the harm 

threshold will be retained under the separate requirements for allegations against adults. 

16. References 

Low-level concerns should not normally be included in references unless the concern, or group 

of concerns, has met the threshold for referral to the LADO and has been substantiated, and/or 

relates to matters ordinarily included in a reference, such as misconduct or poor performance. 

References will be factual and comply with KCSIE and relevant employment and data protection 

requirements. 

17. Whistleblowing 

Staff should feel able to raise concerns about poor or unsafe safeguarding practice and potential 

failures in the school’s arrangements. Where a member of staff believes that a low-level concern 

has not been appropriately considered or managed, they should use the school’s Whistleblowing 

Policy. 

Appropriate external safeguarding or whistleblowing routes may also be used where necessary. 

No member of staff should suffer detrimental treatment for raising a genuine safeguarding 

concern in good faith. 

18. Equality 

The school will apply this policy fairly, consistently and without unlawful discrimination. It will 

consider context, the nature of the conduct, intent where reasonably established, impact, 

frequency, patterns and relevant individual circumstances. 

The school will have due regard to the Equality Act 2010 and the Public Sector Equality Duty. 

Equality considerations will not prevent appropriate safeguarding action. 

19. Training and awareness 

The school will ensure staff understand what constitutes a low-level concern; the distinction from 

the harm threshold; expected professional boundaries; how and to whom concerns should be 

reported; the importance of prompt reporting and self-referral; and their responsibilities under the 

Staff Code of Conduct. 

Low-level concerns and safer working practice will form part of appropriate safeguarding induction 

and ongoing safeguarding training. 

20. Monitoring and governance 

The Headteacher and DSL will monitor implementation and regularly review records for patterns 

and wider safeguarding or cultural issues. The Governing Body will receive appropriate 

anonymised information through safeguarding monitoring arrangements and will not routinely 

receive information that unnecessarily identifies staff members or children. 

The Governing Body will seek assurance that reporting and recording systems are effective; staff 

understand the procedures; concerns are acted upon appropriately; patterns are identified and 

addressed; and safeguarding practice remains effective. 

21. Review of this policy 

This policy will be reviewed annually by the school and Governing Body. It may be reviewed 

earlier where statutory guidance, legislation or local safeguarding arrangements change; a 

safeguarding incident identifies a need; or monitoring indicates improvements are required. 



 

8 

22. Key legislation and guidance 

• Keeping Children Safe in Education 2026, Department for Education; 

• Working Together to Safeguard Children 2026, Department for Education; 

• Children Act 1989; 

• Children Act 2004; 

• Education Act 2002; 

• Equality Act 2010; 

• Data Protection Act 2018; 

• UK General Data Protection Regulation; 

• relevant statutory information-sharing guidance; and 

• relevant Hertfordshire safeguarding and LADO procedures. 
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Appendix A 

Low-Level Concern Reporting Form 

CONFIDENTIAL – CONCERN ABOUT AN ADULT 

Complete this form for any concern, however small, about the behaviour of an adult working in or 

on behalf of the school. Do not investigate the matter yourself. If a child is in immediate danger, 

inform the DSL or Headteacher immediately and follow the school’s emergency safeguarding 

procedures. 

Name of Person raising the 

concern:  

 

Role or Position:   

Date and Time form 

completed:  

 

 

Name of Adult whom the 

concern is being raised 

about:  

 

Role, position or 
relationship to school: 

 

 

Details of the concern 

Date and Time of 

incident/observation:  

 

Location:   

Account: 

Provide a clear, factual account of what you saw, heard or were told. Where possible, use the 

exact words spoken. 
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Child/Children involved, if applicable 

Name(s)  

Class and Year Group   

 

Witnesses 

Name(s)  

Roles/Relevant 

Information   

 

 

Immediate Action 

Have you taken any 

immediate action 
Yes  No 

 

If yes, provide details 

 

 

 

 

 

Have you spoken to the 

adult concerned? 
Yes  No 

 

If yes, briefly record what 

was said 

 

 

 

 

 

Declaration 

I confirm that this record is an accurate account of the concern as I understand it. 

Signature: 
 

 

Date: 
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For Headteacher or DSL use only 

Date and time received    

Received by  

 

Initial assessment 

☐ Conduct consistent with Staff Code of Conduct – no further action     ☐ Low-level concern 

☐ Further information required     ☐ Management or HR advice required 

☐ Possible disciplinary or capability matter     ☐ Possible pattern identified 

☐ Harm threshold may be met     ☐ LADO advice required 

Other 

____________________________________________________________________________ 

Previous concerns checked? 

No 
 

Yes  
Not 

Applicable  
 

If yes, provide details 

 

 

 

 

 

Action Taken 

Record action and advice  

 

 

 

 

 
 

LADO contacted? 

No  Yes  

Date and advice or 
outcome 

 

 

 

 

 

Outcome 

☐ No further action     ☐ Advice or guidance provided 

☐ Professional expectations reinforced     ☐ Training or support required 

☐ Monitoring or supervision required     ☐ Informal management action 

☐ Formal HR or disciplinary process     ☐ Managing Allegations procedure 

☐ Referral or consultation with LADO     ☐ Other 
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Rationale for decision 

 

 

 

 

 

 

 

Follow-up or review required? 

Yes  No  

Review date  

 

 

Action required  

 

 

 

 

Headteacher or DSL  

Signature: 
 

 

Date: 
 

 

 

 

 

Confidentiality 

This form contains confidential safeguarding and personal information. Return it directly to the 

Headteacher or DSL and store it securely under the school’s safeguarding and data protection 

arrangements. It must not be left unsecured, copied unnecessarily or discussed with anyone 

who does not have a legitimate need to know. 


