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DSL Virtual Handbook

September 2025 (Version 2) This handbook will be updated September 2026 
** Please note: This handbook is for guidance purposes only and does not reflect any potential future changes to the local authority structure and referral procedures at the time of review**. 
Professionals must ensure that the information they use is up to date as referral process/guidance/contacts/links etc may change. 
*Please also follow your settings policies and procedures. 


ESAS Team (C&F)
Staffordshire County Council






[bookmark: _Hlk196218618][bookmark: _Hlk196218588]Part A – Key documents
The links below provide access to key documents that settings must be familiar with when fulfilling their duties to safeguard and promote the welfare of children: 
· Keeping children safe in education- Statutory guidance
· Working together to safeguard children- Statutory guidance
· Multi-agency Statutory Guidance on Female Genital Mutilation (FGM)
· Staffordshire Safeguarding Children Partnership Threshold Framework
· Staffordshire safeguarding children partnership escalation policy – if you are not satisfied with an outcome or decision making then please follow the escalation policy. 
· Staffordshire safeguarding children partnership bruising in non-mobile babies and children
· Staffordshire safeguarding children partnership allegations of abuse against a person who works with children  
· Coping with a crisis at school advice and guidance Staffordshire County Council – SLN
· SSOT Guidance for education settings responding to a sudden unexpected death being treated as a suspected suicide (schools and colleges)
Tools
· Staffordshire County Council CE Active Risk Screening Tool 
· Staffordshire’s Early Help Assessment Guidance for Professionals - Staffordshire Safeguarding Children Partnership
· The Graded Care Profile 2 – Neglect tool (can be completed based on professionals knowledge if unable to access the home)
· The NSPCC Hackett Tool – when exploring harmful sexual behaviour
· Child Sexual Abuse Centre’s  (CSA Centre) child sexual abuse response pathway see also their resources 
· NSPCC resources and lesson plans including talk PANTS, talk relationships etc


Useful Information / Resources / Links 
If you have any safeguarding concerns and you require support and advice, please call ESAS on 01785 895836 or email: esas@staffordshire.gov.uk Note: If you have a concern that reaches threshold level you do not need to call ESAS for further advice and should refer to Staffordshire Families Integrated Front Door and/or police. 
ESAS also recommend accessing the Staffordshire Learning Network SLN which provides a wide range of resources and supporting documents from the Education safeguarding Advice Service (ESAS).
Both the Headteacher and Office have access links that are intended to be shared with relevant staff members to ensure wider access across the setting. 
Staffordshire learning net Login - Staffordshire County Council.
Further useful links: 
· Attendance - Child-not-seen-checklist-Aug-24 (689 KB) SLN
· PSHE resources 
· SWGFL Professionals online safety helpline (POSH) 
· DFE schools' statutory guidance collection
· Make the right call poster 

Part B – L4, 3 and 2 Referrals 
Making a Referral for a Child at Risk or in Need of Support

If you need to make a referral for a child who is either:
· at risk of, or experiencing significant harm (Level 4 – Children’s Social Care), or
· in need of targeted early help support (Level 3 – Family Practitioner Service),

Please refer to Staffordshire’s Families Integrated Front Door (SFIFD).
Early Help - Helping Children and Families Early - Staffordshire Safeguarding Children Partnership

Consent Requirements:
· Parental/carer consent is required for all referrals except those involving Level 4 concerns.
· Parents/carers must also give consent for Early Help (EH) and Child in Need (CIN) support.
· If concerns are escalating and parents/carers have consistently declined support, you may need to consider making a referral without consent, in line with safeguarding procedures.
Staffordshire Families Integrated Front Door SFIFD
Tel: 0300 111 8007

Emergency Duty Service (EDS Out of hours) 
Tel: 0345 604 2886 
Non-emergency police contact 101
· Referral Pathways April 25

Level 2 Earliest Help Referrals: 
Family Hubs - Staffordshire County Council 
Family Hub Referral 
Early help T2 Community Family Support Service (CFSS) is currently provided by: 

	District 
	Organisation 

	Staffordshire Moorlands and Newcastle Under Lyme 
	The Stoke-on-Trent and District Gingerbread Centre Ltd 

	South Staffordshire and Stafford 
	Sickle Cell & Thalassemia Support Project (SCTSP) 

	Cannock Chase and Lichfield 
	Malachi Specialist Family Support Services CiC 

	Tamworth and East Staffordshire  
	Malachi Specialist Family Support Services CiC 



Part C - Responding to concerns
If a child is at immediate risk of significant harm, or has already come to significant harm, you must contact SFIFD and/or the Police without delay.

If the disclosure is unclear, it is important to explore the context and background with the child. This may include: 
· Their thoughts, wishes and feelings
· Their daily lived experience 
· The impact of the concern on the child

Use the Staffordshire threshold framework to help determine the appropriate level of support and next steps. 
If the disclosure is clear, and no further information is required, refer to the threshold framework to guide your decision making and determine the correct course of action. 


Example scenario: 
If a child discloses that they were punched by a parent / carer in anger and presents with a visible bruise, you should: 

· Not speak to parent/carer
· Contact SFIFD immediately to make a referral
· Inform SFIFD that you have not spoken to the parent/carer 

Where disclosures are unclear, or further information is required, please view the suggested documents below and determine which tools you feel are most suitable:

· Threshold Framework 2023 - Staffordshire Safeguarding Children Partnership

· Responding to a verbal disclosure (31 KB) SLN
· Voice of the child crib sheet (107 KB) SLN

· Animal talk activity
· Three houses templates
· Voice of the child 20 sheets to gain child’s wishes and feelings
· Three islands
· Feelings activities
· Daily routine activity
· Daily routine flash cards 
· Communicating with children – Centre of Expertise on child sexual abuse


Sexual Violence & Harassment / Child Sexual Abuse (CSA) 
If a child is at immediate risk of significant harm, or has already come to harm, you must contact SFIFD and/or the Police without delay. 
If a child discloses a sexual assault involving: 
· Sexual assault - touching under clothing
· Assault by penetration 
· Rape 
This must be reported by your setting to both SFIFD and the police.

Settings must also contact SFIFD and/or police for the following:
· Sexual activity with a child under 13
· Causing or inciting a child to engage in a sexual activity (involving an adult, coercion, threats, significant age gap, vulnerability etc)
· Grooming or exploitation (including online) If exploitation is suspected or evidenced
· Possession, creation or distribution of indecent images of children (including aggravated youth-produced sexual imagery or ‘sexting’) 
If the family decide that they do not want to make a formal complaint to the Police, the process should be explained to the family and the police/SFIFD must still be contacted. 

Additional resources:
View KCSiE – Part 5 
NSPCC Hackett Tool – responding to children who display sexual behaviour
When to call the Police


Potential concerns around Child Sexual Abuse (CSA):
Where there are potential concerns that a child may have been sexually abused education settings should refer to the resources provided by the Centre of Expertise on Child Sexual Abuse (CSA Centre) 
These include: 
· Child sexual abuse response pathway an interactive online tool designed to support professionals in identifying, responding to, and supporting children who may have experienced sexual abuse. 
· CSA Centre communicating with children who have or are being sexually abused.
· Signs and indicators template to support your decision making looking at behaviours, and physical signs where a verbal disclosure has not been made. 
· Safety planning in education: A guide for professionals supporting children following incidents of harmful sexual behaviour (csacentre.org.uk) 

These resources can help guide your decision-making and ensure a trauma-informed, child centred response. 
Please ensure you follow your setting’s safeguarding policies and procedures. You may also need to complete safety planning and carry out a risk assessment, depending on the nature and severity of the concern.
Note: The Crime and Policing Bill was introduced into Parliament on 25.02.2025. It includes a new statutory duty for individuals undertaking key roles with responsibility for children and young people in England to report sexual abuse when they are made aware of it.  Further information to be provided as it progresses through Parliament. 

Responding to Harmful Sexual Behaviour (HSB)

When concerns arise regarding harmful sexual behaviour, it is important to consult relevant guidance to support your decision making. Consider the child’s developmental stage, their holistic needs, and the context in which the behaviour occurred. All sexual behaviours require a response. 

Professionals should reflect on: 

· What the child has described
· How they have explained it
· Why they may be expressing or engaging in such behaviour

The following resources can support your assessment and response: 

· The Hackett Tool -  Understanding sexualised behaviour in children | NSPCC Learning 
· The Hackett Tool - Responding to children who display sexualised behaviour (nspcc.org.uk) 
· KCSiE Part 5 Keeping children safe in education - GOV.UK 
· Safety planning in education: A guide for professionals supporting children following incidents of harmful sexual behaviour (csacentre.org.uk) 

Responding to incidents involving youth produced sexual imagery (Sharing nudes and semi-nudes)
Please ensure you follow your setting’s safeguarding policies and procedures, as well as the following the GOV.UK guidance Sharing nudes and semi-nudes: advice for education settings: 

· Staff members must not delete the imagery or ask the young person to delete it. The DSL should be informed and then follow the setting’s child protection policy and sharing nudes and semi-nudes’ guidance. 

· Never view, copy, print, share, store or save the imagery yourself, or ask the child to share or download – this is illegal. 
Note: In exceptional circumstances, it may be necessary for the DSL (or equivalent) to view the image only to safeguard the child. This responsibility lies solely with the DSL.
DSLs (or their equivalent) are responsible for managing disclosures involving potentially harmful or inappropriate imagery.

· Staff members must not question the child or young person about the imagery, nor should they seek further details. This includes asking the child to describe, explain, or show the content. Such actions may compromise evidence and cause further distress. Only the DSL (or equivalent) should lead on this, following appropriate safeguarding procedures and guidance.

· The immediate focus must be on safeguarding the child(ren). Each incident should be treated individually and investigated appropriately. 
· It is essential to place any sexual behaviour within the context of the child’s age, developmental stage, and overall wellbeing. 

How to define incidents: 
Incidents can broadly be divided into two categories aggravated or experimental: 

Aggravated – These involve abusive or exploitative elements beyond creation, possessing, or sharing of imagery.  This includes coercion, threats, adult involvement,  youth only - intent to harm, or youth only – reckless misuse. 
These incidents must be referred to SFIFD and the Police. 
Do not delete any imagery where aggravated elements are present as you may need to preserve evidence if the device contains potential evidence of a crime, you may need to confiscate in line with your policies.

Experimental – These involve consensual sharing between peers, with no adult involvement, no intent to harm, and no evidence of exploitation.   
These still require a safeguarding response but may not always require police involvement. Use professional judgement and refer to guidance. 
View the GOV.UK guidance along with the NSPCC Hackett Tool and KCSiE to help determine the nature of the incident and the appropriate action. 
If no other agencies are active, and the image is not illegal, consider supporting child/parent in deleting to prevent further sharing.

Important legal considerations
It is illegal to create, possess, or share:
· AI generated child sexual abuse material (CSAM)
· Non-consensual sexually explicit ‘deepfake’ images
If imagery includes CSAM, do not investigate the content yourself. This is the responsibility of the Police, who have the legal authority and expertise to do so. 
All images of child sexual abuse, artificially generated or not, should also be reported to the Internet Watch Foundation.
Always follow your setting’s safeguarding policies and procedures. Depending on the nature of the concern, you may also need to complete a safety plan and carry out a risk assessment to ensure appropriate support and protection is in place.  
Further resources/links:
· CEOP Safety Centre
· Report Remove | Childline
· Safety planning in education: A guide for professionals supporting children following incidents of harmful sexual behaviour (csacentre.org.uk) 

Child Criminal Exploitation / Sexual Exploitation 
If a child is at immediate risk of harm, contact SFIFD and/or the Police without delay.   

When there are concerns but no immediate risk: 
If there are concerns or possible indicators of exploitation, and the child is not at immediate risk, the following steps should be taken: 
· Complete the CE Active Risk Screening Tool at the earliest opportunity. Anyone can complete this tool. Staffordshire County Council CE Active Risk Screening Tool
· Share relevant intelligence with the police using the CE Intelligence Form (e.g. names, locations, patterns of concern). CE Intelligence form (police- sharing names, places etc)
· Follow the referral pathways outlined in the CE Active Risk Screening Tool. You may need to make a referral for support around Child Criminal Exploitation (CCE) or Child Sexual Exploitation (CSE).
· If exploitation is suspected or evidenced, a referral to SFIFD must also be made. 

Referral forms: 
· Child sexual exploitation SCC Futures Matter Support- CSE Service Delivery information /CSE service referral form.  
· Child criminal exploitation Catch 22 referral form- C22 CCE Referral form 2025 
· All completed CSE Active Risk Screening Tools / CSE referral forms, and CCE Active Risk screening tools are to be sent to the CSE Inbox: CSEInbox@staffordshire.gov.uk

Youth offending prevention team 
The Youth Justice, early Help and Prevention Service aims to deter and prevent children (age 7-18) from entering the statutory youth justice system. The team offers: 
· Harmful sexualised behaviour assessments and interventions
· Positive activities and group work
· School assemblies aligned with the PSHE curriculum
· Restorative justice interventions

YOT Referral form 
YOT North Staffs (North Stafford, Stone, Newcastle, Uttoxeter) 
Tel - 01782 297615 Email: staffordshire-yot-north@staffordshire.gov.uk 
YOT South Staffs (Lichfield, Tamworth, Burton, Burntwood, South Stafford, Rugeley and South Staffs) 
Tel – 01543 510103 Email:  staffordshire-yot-east@staffordshire.gov.uk 

Further resources: 
Searching, screening and confiscation in schools - GOV.UK
When to call the police guidance for schools and colleges 


Mental health 
If you are concerned about the safety of a child, please contact your local crisis services.
If there is a risk of immediate danger or an emergency response is required call 999 or attend your nearest A&E department.  
Referrals can be made through the Single Points of Access triage service for children and young people’s mental health and emotional wellbeing support.  

Newcastle and Staffordshire Moorlands - SPA:  
· Telephone: 0800 0 328 728 
· Online referrals: https://combinedwellbeing.org.uk/da-our-services/  

East Staffs, Tamworth, Lichfield, Cannock, South Staffs and Stafford - CaFSPA:  
· Telephone: 0808 178 0611 
· Email referrals to: CaFSPA@mpft.nhs.uk

The ‘Stay Well Service’ is led by Changes Health & Wellbeing in partnership with North Staffordshire Mind and Dove. It provides early intervention and prevention support for children and young people with mild to moderate mental health and emotional wellbeing needs.  
·  Stay Well CYP | Stay Well Children & Young People Support 
·  Staffordshire Stay Well referral form
Additional resource: 
SCC Mental health support for children and young people map

Domestic Abuse
Operation Encompass ensures that schools are notified—typically the following day—when police have attended a domestic abuse incident where the child is related to either of the adults involved. The notification is sent via secure email to the child’s education setting, enabling appropriate pastoral support to be offered.

If your setting is signed up to Operation Encompass you will receive a notification (sent to the 2 email addresses provided to ESAS, or to a single designated generic email) indicating the date and time of the incident and whether the child was present. 
· Further details are not shared currently through Operation Encompass.
· Schools are advised to carry out a well-being check-in with the child. 
· If the child has an allocated Social Worker, ensure they are informed of the notification. 
· Do not copy and paste the Operation Encompass notification into the child’s record. Instead, note the date and time of the incident. 
· Unless the child discloses further information, do not contact the parent/carer, police or SFIFD for additional details. 




Multi-Agency Risk Assessment Conference (MARAC) 
A Marac  is a multi-agency meeting that takes place to discuss how to support victims of high-risk domestic abuse, including safeguarding children and managing perpetrator behaviour. 
· Education settings may be asked to contribute or attend. 
· Education settings can also refer cases to MARAC if they believe a child or family is at high risk 
· 10 principles of an effective MARAC

Staffordshire MARAC Contact Emails:

· Stafford: stafford.marac@staffordshire.pnn.police.uk
· Cannock: cannock.marac@staffordshire.pnn.police.uk
· Tamworth: tamworth.marac@staffordshire.pnn.police.uk
· Newcastle-under-Lyme: newcastle.marac@staffordshire.pnn.police.uk
· Full list: SafeLives MARAC Contacts – West Midlands

Additional services/resources:
New Era – New Era is the holistic Domestic Abuse service
A holistic service offering free, confidential support for:
· 24-hour victim helpline and webchat facility
· A range of advocacy services including obtaining a non-molestation and other orders; housing issues and access to refuge and other emergency accommodation; advocacy with the police and other statutory services; child contact matters and court visits; accessing counselling and a range of other services.
· Perpetrators seeking to change behaviour
· Families affected by domestic abuse
Telephone: 03003033778 victim helpline.
Telephone 0300 373 5772 for perpetrator support.
Online referral form-  New Era Secure Forms (egressforms.com) 
 
Staffordshire Women's Aid 
Provides:
· 24-hour helpline
· Refuge accommodation
· Counselling and emotional support
· Children and young people’s services
· Survive Sexual Assault and Abuse Service
 Tel: 0300 330 5959 

Domestic abuse: how to get help - GOV.UK

FGM – Female Genital Mutilation (Honor-Based Abuse) 
If a girl is at immediate risk, do not speak to parent/carer before contacting Children’s Social Care SFIFD and/or the police for further guidance. 

FGM – legal and safeguarding responsibilities:
FGM is illegal in the UK. Under criminal law in England and Wales FGM refers to the mutilation of the labia, majora, labia minora, or clitoris. 
There is a mandatory reporting duty for regulated professionals, including teachers, health and social care, who must report to the police if, during their professional duties they:
· Are informed by a girl under 18 that she has undergone FGM, or
· Observe physical signs indicating that FGM has been carried out on a girl under 18, and there is no medical justification for the process. 
Reports must be made as soon as possible, ideally by the end of the next working day.  
Mandatory reporting of female genital mutilation: procedural information - GOV.UK
Please view the following to help with your decision making: 
· Government Multi-agency statutory guidance on FGM
· National FGM Centre provides information about what FGM entails as well as resources and practical guidance and the referral guide. 

NSPCC FGM Helpline: 0800 028 3550 or email fgmhelp@nspcc.org.uk  
Forced Marriage (including Honor-Based Abuse) 
Forced marriage is a criminal offence in the UK and is recognised as a form of domestic abuse, child abuse, and a serious violation of human rights. 
The legal age to marry in the UK is 18. This change was introduced to better protect vulnerable children from the risks of forced marriage and its associated harms, including abuse, loss of education, and poor health outcomes.

If someone is in immediate danger, or a crime is taking place or has just occurred call 999 and ask for the police. 

Do not speak to the parents/carers before contacting SFIFD and/or the Police as this may increase the risk to the child or young person. 

How to report forced marriage | Staffordshire Police 
Forced marriage - GOV.UK (www.gov.uk) 
The forced marriage unit contact telephone: +44 (0) 20 7008 0151 email:  fmu@fcdo.gov.uk
The forced marriage unit supports victims and professionals, including:
· Safety planning
· Overseas repatriation
· Advice on reluctant sponsor cases


Information sharing
Ensure you follow your settings policies and procedures. You may also need to liaise with your trust’s information governance team, or alternatively, you may wish to seek guidance if your setting has a service level agreement with the local authority.
· Working together to safeguard children 
· Information sharing advice for safeguarding practitioners - GOV.UK
· A 10-step guide to sharing information to safeguard children | ICO 
· Understanding and dealing with issues relating to parental responsibility - GOV.UK (www.gov.uk)  
LADO / Allegations of Abuse or Low-Level Concerns
For concerns involving allegations of abuse or low-level concerns please refer to the relevant guidance documents to support your decision making. You must also contact your HR department and follow your setting’s policies and procedures. 
Keeping children safe in education - GOV.UK (www.gov.uk) – Part 4 
SSCP Allegations of abuse – namely focusing on the following: 
The statutory guidance contained within Working Together to Safeguard Children (2023) Chapter 4, 223 mandates local authority children’s services to provide a Designated Officer (DO) who should be involved in the management and oversight of individual cases and undertake other complimentary activity to ensure that cases are dealt with as quickly as possible, consistent with a thorough and fair process. The Local Authority Designated Officer (LADO) has been retained.  The Local Authority Designated Officer (LADO) must be consulted when there are concerns or an allegation that a person in a position of trust working has:
· Behaved in a way that has harmed a child, or may have harmed a child;
· Possibly committed a criminal offence against or related to a child;
· Behaved towards a child or children in a way that indicates they may pose a risk of harm to children.
· Behaved or may have behaved in a way that indicates they may not be suitable to work with children (criteria added after changes to Keeping Children Safe in Education 2021).

LADO referrals should be submitted using the online referral form (link below). 
· Staffordshire LADO referral form 

If a child is at risk of harm or has suffered harm a referral to SFIFD should also be made. 
If a referral meets the LADO threshold, LADO will oversee, monitor and support the management of an allegation.





Part D - Building knowledge
The ESAS 7-minute briefings have been designed to strengthen professionals’ safeguarding knowledge. They can be used for the DSL’s personal use or to help train staff.
We currently have 40 seven minute briefings available on the SLN to support settings.

Part E - Record keeping resources 
Paper record templates:
· Safeguarding file front sheet
· Record of concern
· Record of concern- Example
· Chronology
· Transfer of safeguarding files

Part F – Further resources
· ESAS and SFIFD contact detail staff posters.
· Making an effective referral - Staff bookmark.
· Further support - 
SFIFD/ESAS/EPDO/PSHE and School nurse hub services.
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