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Policy Statement
This policy recognizes the right of every member of our school community to feel safe and
comfortable at all times. At 5 Steps Academy, we are dedicated to helping children grow into
knowledgeable, self-confident, and caring young professionals. In line with our values of
courage, kindness, and discipline, we are committed to protecting the physical and
emotional welfare of every child.

The purpose of this policy is to safeguard our students from various forms of abuse, provide
the school community with essential information on how to respond to concerns and clarify
roles and responsibilities to help keep children safe.

The 5 Steps Academy Safeguarding and Child Protection policy aligns with the principles
and standards set by the:

● United Nations Conventions on the Rights of the Child (UNCRC)
● Singapore’s Children and Young Persons Act 1993 (2020 Revised Edition)
● International Centre for Missing & Exploited Children (ICMEC)

This policy will be reviewed annually and updated regularly to reflect changes in the school’s
operation, environment, legislation, or associated policies (listed below).



Definitions
To ensure clarity and a shared understanding across our school community, we have defined
key terms related to child protection and safeguarding.

● Safeguarding: As defined by ChildSafeguarding.org, Safeguarding “is the prevention
of impairment to children’s physical and psychological health and wellbeing while
providing circumstances that enable healthy development.”

● Child Protection: Child protection is an element of safeguarding that focuses on
measures and actions taken to ensure the safety and well-being of children,
protecting them from harm such as abuse, neglect, and exploitation.

● Staff: This encompasses all members of the 5 Steps Academy community who have
a role in supporting the safety and well-being of students. For this policy, the term
“staff” includes teachers, administrators, bus drivers, cleaners, volunteers, and any
other individual working in the school.

● Child: Under the Singapore Children and Young Persons Act (amended 2001), a
child is below the age of 14 years, and a young person is aged 14-16 years.
However, the Safeguarding and Child Protection policy applies to all students in our
care, regardless of age.

● Types of Abuse
○ Physical Abuse: Physical abuse involves the deliberate use of force against

a child that results in injury or causes harm. These are non-accidental actions
such as forceful shaking, slapping, and hitting. This also includes excessive
discipline or physical punishment.

○ Sexual Abuse: Sexual abuse involves exploitation or any sexual activities
including both contact and non-contact activities. This can occur between an
adult and a child, as well as between children particularly when there is a
significant age difference or when one child uses coercion or manipulation.
This includes sexual contact, exposure to sexually explicit material, and
inappropriate conversations about sexual acts.

○ Emotional/Psychological Abuse: Psychological abuse involves the
persistent emotional maltreatment of a child causing adverse effects on the
child’s emotional development. These actions such as hostility or rejecting
behaviors, isolation, coercion, blaming, and overall conveying to children that
they are worthless, unloved, or inadequate can cause impairment of social,
emotional, cognitive, and intellectual development.

○ Neglect: Neglect involves the persistent failure to meet a child’s basic
physical and/or psychological needs. This is likely to result in the impairment
of the child’s health or development. Neglect can include failing to provide
food, shelter, clothing, medical care, and supervision.

● Peer Abuse: It is recognized that children and young people can be exploited,
bullied, and/or harmed by their peers who are the same or similar age.

http://childsafeguarding.org
https://sso.agc.gov.sg/Act/CYPA1993


Safeguarding Roles
All adults in the 5 Steps Academy school community are involved in promoting a culture of
child protection.

Core Safeguarding Team

● Headmaster (alex@5steps.academy)
○ Acts as the primary contact and Head of Child Protection for safeguarding

concerns and liaises with external agencies.
○ Ensures policy implementation and recording of safeguarding responsibilities.
○ Ensures all allegations are managed appropriately.
○ Oversees annual reviews and audits of safeguarding policies.

● Student Welfare Officer (SWO): (swo@5steps.academy)
○ At this time, the Student Welfare Officer role also holds the position of

Designated Safeguarding Lead.
○ Monitors and supports student welfare, providing direct support as needed.
○ Ensures that Safeguarding is effectively implemented throughout the school.
○ Manages the recording and maintenance of safeguarding records

● Board of Directors:
● Oversees the quality of child protection policies and procedures.
● Ensures safeguarding procedures are comprehensive, up-to-date, and

aligned with best practices.

Wider Safeguarding Team

● Lead Teacher:
○ Supervises Health Education and integrates Social and Emotional Learning

(SEL).
○ Ensures staff receive regular safeguarding training
○ Guides teachers on maintaining a safe classroom environment.
○ Responsible for conducting annual reviews and audits of safeguarding

policies.
● Admin Officer:

○ Supports the recording and reporting of safeguarding issues.
○ Maintains hygiene standards and a safe environment.
○ Assists in secure storage of safeguarding records.

● School Staff:
○ Recognize, respond to, and report any student safety concerns, foster a safe

environment, and comply with safeguarding policies.
○ Participate in training and follow safeguarding procedures.



Supporting Students and Reporting Issues

5 Steps Academy is committed to upholding the principles of the United Nations Convention
on the Rights of the Child (UNCRC), which sets out the civil, political, economic, social, and
cultural rights of children. Key principles of the UNCRC that inform our policy include:

● Best Interests of the Child: All actions concerning children shall take full account of
their best interests.

● Right to Survival and Development: Children have the right to survive and develop
healthily.

● Non-Discrimination: All children have the same rights regardless of race, religion, or
abilities.

● Participation: Children have the right to express their views in matters affecting them
and have those views taken into account.

Reporters must focus on the impact of behavior on the child and ask, "Does this cause or
threaten significant harm?" Cultural practices should not minimize or dismiss the significance
of harm.

Recognizing Abuse

A fundamental aspect of safeguarding is equipping the school community to recognize signs
of abuse. Abuse and neglect are serious harms that may involve inflicting or failing to
prevent harm. Abuse can occur in various settings, such as at home, in school, or online,
and perpetrators may be known to the child or strangers. Children can experience abuse at
the hands of adults or peers, regardless of the perpetrator’s gender. The Sector-Specific
Screening Guide (SSSG) provides detailed indicators to help staff identify and respond
appropriately. Key signs include:

● Physical Abuse:
○ Look for bruising patterns inconsistent with common childhood injuries, such

as bruises on the soft tissue of the cheeks or linear marks that suggest the
use of an object. Staff should consult the SSSG when injuries cannot be
explained or when a child’s behavior changes alongside visible injuries 

● Emotional Abuse:
○ Be alert to sudden, significant changes in a child’s emotional state, such as

extreme withdrawal, hopelessness, or severe anxiety. The SSSG outlines
how such changes may necessitate consultation if they persist or worsen
without explanation 

● Neglect:
○ Persistent signs of neglect include malnourishment, inappropriate clothing for

the weather, or lack of medical care. The SSSG emphasizes reporting when a
child consistently shows signs of neglect that impact their health or safety

All adults who become aware of safeguarding issues—whether through a student disclosure
or observation—must treat the matter with the utmost seriousness and adhere to the SSSG

https://drive.google.com/file/d/1Kr9QFFzaPIeTbb_dC3p5sDOe1XRwId_S/view?usp=drive_link


reporting and recording guidelines. It is not the responsibility of staff to diagnose abuse but
to recognize and report concerns promptly.

Please review Appendix D for more information from the CARG on when to report.

Staff are obligated to report concerns about abuse directly to the Headmaster or the Student
Welfare Officer (SWO). Both the Headmaster and the SWO use the Sector-Specific
Screening Guide (SSSG) and the Child Abuse Reporting Guide (CARG) to assess the
situation. When necessary, they will determine if the case should be reported to the Ministry
of Social and Family Development (MSF) Child Protective Service (CPS) or escalate the
matter to the police immediately.

Training and Recognition
All faculty members in contact with students will receive training in both recognizing a
student who is at risk and responding to a student's disclosure of abuse or neglect. Members
of 5 Steps Academy are trained in the Sector-Specific Screening Guide (SSSG).

The Headmaster and Student Welfare Officer undergo advanced training, such as the Child
Abuse Reporting Guide (CARG), provided by the Singapore Ministry of Social and Family
Development (MSF).

Regular refresher sessions are conducted in the Professional Development Schedule to
keep staff updated on policies and procedures.

https://drive.google.com/file/d/1Kr9QFFzaPIeTbb_dC3p5sDOe1XRwId_S/view?usp=drive_link
https://www.msf.gov.sg/Pages/default.aspx




Processes, Recording, and Reporting

A structured system is in place at 5 Steps Academy for recording, managing, and reporting
child protection concerns to ensure that all safeguarding practices are transparent,
well-documented, and accessible to appropriate members of the school community.

Initial Reporting of Concerns
1. Reviewing with SSSG: Before submitting a report, staff should consult the

Sector-Specific Screening Guide (SSSG) to verify indicators of abuse and evaluate if
the observed concerns meet reporting thresholds. The SSSG provides guidance on
identifying various types of abuse and helps ensure consistency in reporting. There
are three outcomes when reviewing the SSSG. This includes:

a. Green (Proceed Normally): Cases where concerns are mild, such as
isolated incidents of a child missing a meal or minor behavior changes that
are not persistent. Staff should continue to monitor the situation and be
prepared to escalate if necessary 

b. Yellow (Consult Within 24 Hours with the Headmaster or SWO): Concerns
such as consistent neglect (e.g., lack of necessary medical care or
supervision), new injuries that do not require immediate medical attention but
suggest possible abuse, or persistent behavioral changes that may indicate
emotional harm

c. Red (Immediate Consultation): Situations such as suspected sexual abuse,
significant physical injury without an accidental cause, or extreme emotional
distress that requires consultation with an internal expert (Headmaster or
Student Welfare Officer) within two hours. Staff may also report directly to
Child Protective Services (CPS) if appropriate 

2. Recording Concerns: Staff must use the 5 Steps Academy Staff Safeguarding
Recording Form to document any initial concerns about a student’s welfare. The form
is restricted where only members of the Senior Leadership Team are able to view
responds.

3. Reporting to Leadership: After completing the form, please inform the Headmaster
or the Student Welfare Officer (SWO).

4. Escalation of Concerns: Upon reviewing the report, the Headmaster will inform and
liaise with the Singapore Child Protection Service (CPS), following the Child Abuse
Reporting Guide (CARG). In cases of imminent danger, the Headmaster or SWO will
contact the police immediately.

Handling Disclosures from Students

A disclosure from a student can be verbal, behavioral, or situational. When a student
discloses sensitive information that may indicate abuse, staff should adhere to the following
guidelines to support the child and maintain accurate records:

● Stay Calm: Remain composed to help the child feel secure and comfortable in
sharing their experience.

https://drive.google.com/file/d/1Kr9QFFzaPIeTbb_dC3p5sDOe1XRwId_S/view
https://docs.google.com/forms/d/e/1FAIpQLSdqUV6iSjhYwmVqN2hHepU00bUK5YwUw8vNDIYlL4knf0r3_w/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdqUV6iSjhYwmVqN2hHepU00bUK5YwUw8vNDIYlL4knf0r3_w/viewform?usp=sf_link
https://drive.google.com/file/d/1Y-55QVQYchvqpwT5nuy3Y5qgoQNtoQJn/view?usp=sharing


● Listen Carefully: Provide the child with your full attention, refraining from interrupting
or rushing them. Repeat back what the child says in their own words to ensure clarity.

● No Secrets: Inform the child that while you are there to help, you cannot keep their
disclosure a secret, as it must be shared with someone who can offer further support.

● Continue at the Child’s Pace: Allow the child to talk at their own speed without
pressing for more details. Ask only clarifying questions and avoid leading questions
that might influence their account.

● Reassure the Child: Let the child know they are not to blame and that you are glad
they felt comfortable telling you.

● Explain What Will Happen Next: Inform the child that their bravery in speaking up is
valued, and reassure them that steps will be taken to support them safely.

Avoid the Following:

● Displaying shock or disbelief.
● Asking excessive or probing questions.
● Making assumptions or guesses.
● Displaying skepticism or implying that they might be fabricating details.
● Making any promises about outcomes.
● Agreeing to keep the disclosure confidential.

Documentation and Record-Keeping
1. Comprehensive Records: All records related to child protection concerns, including

initial reports, notes on allegations, decisions, and outcomes, will be securely
maintained by the Headmaster, Student Welfare Officer (SWO), and Admin Officer.

2. Clear Documentation: Records should distinguish between factual observations and
subjective opinions. All details must be accurate, clear, and consistently updated.

3. Availability of Resources: Child protection information and resources, including
policies and reporting forms, are available to all school staff and the wider community
through the school website and on request.



Annual Audits and Reviews:

In addition to regular training, 5 Steps Academy conducts annual audits and reviews of all
safeguarding policies and practices. These audits are designed to evaluate the effectiveness
of our training programs, the implementation of safeguarding procedures, and the overall
safety and well-being of our students. The findings from these audits are used to inform
continuous improvement in safeguarding practices and to ensure that all staff remain
compliant with the latest standards and regulations.

Regular refresher sessions are conducted as part of the Professional Development
Schedule to keep staff updated on policies and procedures.

Safeguarding Education for Students

At 5 Steps Academy, we are committed to equipping our students with the knowledge and
skills they need to keep themselves and others safe. We work to empower students to
recognize, respond to, and report any concerns they may have.

● The Headmaster and Student Welfare Officer provide direct instruction to students on
complaint procedures, ensuring they understand how to report concerns about peers
or adults. This guidance is reinforced through information provided in the Student
Handbook.

● Students are taught essential cyber safety skills through coding classes and other
digital literacy lessons. These classes cover topics such as protecting personal
information online, recognizing unsafe online interactions such as cyber-bullying, and
understanding the impact of digital behavior.

● Monthly Health Education Days serve to educate students at age-appropriate levels
on how to keep themselves and others safe. These topics include:

○ Healthy and Respectful Relationships: Understanding how to build and
maintain positive relationships based on respect and empathy.

○ Boundaries and Consent: Learning the importance of personal boundaries,
how to give and receive consent, and recognizing inappropriate behavior.

○ Self-Esteem and Self-Confidence: Developing a strong sense of self-worth
and confidence to make safe and responsible decisions.

○ Safety and Accident Prevention: Identifying potential hazards and learning
strategies to prevent accidents and stay safe in various environments.

● In addition, students are expected to adhere to the School’s Code of Conduct, which
outlines the standards of behavior that promote a safe and respectful school
environment. The Code of Conduct reinforces the values of accountability, respect,
and responsibility.

https://docs.google.com/spreadsheets/d/1DJOGwvk9qU9fw0GtsxY40079S2ND_YkNXdHEixEi2Vg/edit?usp=sharing


Professional Conduct and Online Safety

At 5 Steps Academy, all staff members are expected to maintain a high standard of
professional conduct in both their in-person and online interactions with students,
colleagues, and parents. This section outlines the expectations for behavior and
communication, ensuring a safe and respectful environment for everyone.

Teacher-Student Relationships

● Professional Boundaries: Teachers are expected to maintain appropriate
professional boundaries with students at all times. This includes refraining from using
materials or language that may be offensive or biased and avoiding personal
relationships with students.

● Communication: Teachers should only use school-approved platforms for
communication with students. Personal contact details should not be shared. If
recording any audio or video conference, all participants must be informed
beforehand.

● Confidentiality: Teachers must maintain the confidentiality of student information in
all forms of communication, both in-person and online.

Teacher-Colleague-Administrator Relationships

● Respect and Collaboration: Teachers are expected to maintain professional and
respectful working relationships with colleagues and administrators. Online
communications and social media profiles should be managed carefully to uphold the
confidence and respect of the school community.

● Work-Related Communication: Work-related matters should be conducted through
5 Steps Academy email and Chat wherever possible. The use of other platforms
should be limited to urgent matters and confined to working hours to respect others'
privacy and work-life balance.

Teacher-Parent Relationships

● Conflict of Interest: Staff members who are also parents of students at 5 Steps
Academy must avoid any conflict of interest. They must maintain professional
conduct and confidentiality in all exchanges with other parents.

● Confidentiality: All communications with parents, whether through email, phone, or
in person, must maintain the confidentiality of school, staff, and student matters.

Student-Student Relationships

● Preventing Peer Abuse: All staff members should be vigilant in recognizing and
addressing peer abuse, including bullying, physical abuse, and sexual harassment. It
is crucial to approach peer abuse immediately and sensitively, ensuring that students
are educated on how to file a complaint against another student.

Reporting Concerns



● Procedure: When a teacher has concerns about a student's academic progress,
they should communicate with the parents and collaborate in support of the child,
keeping the Headmaster informed. If the concern relates to student welfare or
safeguarding, the teacher must report it using the 5 Steps Academy Reporting Form
available in the Staff Handbook on Google Spaces.

● Raising Concerns About Colleagues: Staff members are responsible for bringing
any concerns regarding a colleague or administrator who is seen to be adversely
affecting the welfare or safety of any student to the attention of the Headmaster.



Allegations Against an Adult in Our Community
Staff have the responsibility to provide a safe environment for the children of our school.
Safeguarding our students begins with hiring safe teaching and non-teaching staff. The
Headmaster will ensure that background checks are thorough and confidential references
are obtained from school-based referees. Specific attention must be paid to previous
employers' responses to any cause for concern when working with children.

Staff must sign a self-declaration during their onboarding saying: they are not and have
never been under criminal investigation and if they have ever been known under a different
name.

All staff are responsible for bringing to the attention of the Headmaster any concern
regarding a colleague or manager who is seen to be adversely affecting the welfare or safety
of any student.

The Headmaster will examine the evidence provided and act accordingly and in relation to
the Staff Code of Conduct for teachers and provisions for dismissal in the staff contract,
should that be warranted.

Interactions with non-5 Steps Academy Personnel
● All visitors to 5 Steps Academy must be approved by the Headmaster. The visitor

must be chaperoned by a 5 Steps Academy staff member at all times.
● All third-party providers will sign the School Code of Conduct

https://docs.google.com/document/d/1m3vdEqWEJWvsgsKPcsmAj7_sPBIBaWfJtbPQXIA21kE/edit?usp=sharing


Security at School
A range of procedures are well-established at the school to ensure the physical safety of our
community, including:

● Monitoring of transportation under the supervision of the Admin Officer
● CCTV monitoring of classrooms, lift lobbies, and other key areas.
● Annual evacuation drills and reviews of efficiency and effectiveness.
● Safeguarding and child protection training (SSSG) for all staff members including

updates through emails and professional development staff meetings.

Security Off-Site
All trips off-campus such as field trips must ensure the safety of all those attending in
compliance with the following guidelines:

● staff ratio (max 1:20)
● risk assessment for all the elements of the planned activities
● parental permission
● participants' medical information and first aid supplies
● no unauthorized change to approved destination(s)

Policy Communication

At 5 Steps Academy, ensuring that our safeguarding and child protection policies are
accessible and well-understood by all members of our school community is a priority. The
following channels are used to communicate these policies effectively:

1. Student and Staff Handbooks: The comprehensive details of our safeguarding and
child protection policies are included in the Student and Staff Handbooks. These
handbooks are updated regularly and are accessible through the Parent and Staff
Portals.

2. School Website: Key aspects of our safeguarding and child protection policies,
including the roles and responsibilities of all stakeholders, are made available on the
5 Steps Academy website. This ensures that parents, guardians, and the broader
school community can easily access and review our commitment to student welfare.

3. Parent and Staff Portals: The Parent and Staff Portals serve as central hubs for all
policy-related documents. These portals ensure that parents and staff have
continuous access to the latest versions of all relevant policies, including
safeguarding and child protection.

https://docs.google.com/document/d/1pe_mLyCpRcxfLzSc_Kq5pNmnVPeuxVBpnFwTwmxxZLA/edit?usp=sharing


Safety and Hygiene

At 5 Steps Academy, the safety and hygiene of our students, staff, and community are
paramount. We have established comprehensive measures to ensure a safe and healthy
learning environment.

Fire and Safety Drills

● Regular Drills: We conduct fire and safety drills twice a year to ensure that all
students and staff are familiar with the procedure. These drills are overseen by the
Student Welfare Officer, who ensures that they are carried out efficiently and
effectively.

● Supervision: During these drills and at all times on campus, our staff is vigilant in
supervising students to maintain their safety. No student is permitted to leave the
campus without explicit permission from their parents or guardians.

Hygiene Standards

● Monitoring and Responsibility: Our administrative team closely monitors the
hygiene standards at 5 Steps Academy. The Admin Officer is responsible for
ensuring that all hygiene protocols are strictly followed, maintaining a clean and safe
environment throughout the school.

● Environmental Sanitation: Our Environmental Sanitation Policy and Procedure
document outlines the specific standards and practices we adhere to. This includes
regular cleaning and sanitization of classrooms, common areas, and bathrooms.

● Safe Use of Cleaning Supplies: All cleaning supplies and chemicals are stored
securely, away from students, to prevent any accidental exposure or harm.

These measures reflect our commitment to creating a secure and healthy environment
where students can learn and thrive.

https://docs.google.com/document/d/1SMRIZofngqVo1DmjO_Z8gqrhtWve73d4UkST03BkH6o/edit?usp=sharing
https://docs.google.com/document/d/1SMRIZofngqVo1DmjO_Z8gqrhtWve73d4UkST03BkH6o/edit?usp=sharing


Appendix A: Safeguarding Responsibilities

All teaching and non-teaching staff are responsible for ensuring the safety of our students.

Staff are required to attend Sector-Specific Screening Guide (SSSG) training and participate

in refresher sessions to:

● Recognize emerging problems that may affect a student’s well-being.

● Respond reassuringly to any disclosure made by a student.

● Understand the flowchart of responsibilities for reporting and handling

safeguarding concerns.

● Report to the appropriate person promptly and accurately.

Staff must use the Safeguarding Recording Form and consult the SSSG when documenting

concerns. This documentation should be completed promptly and submitted directly to the

designated safeguarding lead, the Student Welfare Officer, or the headmaster. Staff are

expected to maintain confidentiality, involving only the necessary safeguarding leads.

The initial Safeguarding Recording Form is for recording observations and empathetic

listening, not conducting an investigation. The Admin Officer will document all subsequent

actions, maintaining secure, well-organized records. The Admin Officer will keep the

Headmaster updated on any immediate concerns and proposed responses. The

Headmaster will review the situation with senior administrators and determine the best

course of action, ensuring compliance with the Child Abuse Reporting Guide (CARG). If

necessary, the Headmaster will escalate the matter to the relevant authorities

https://drive.google.com/file/d/16ewQmfezpkF_B0JuIFnLuzTAYR_hHo0V/view?usp=sharing
https://drive.google.com/file/d/1Y-55QVQYchvqpwT5nuy3Y5qgoQNtoQJn/view?usp=sharing


Appendix B: Professional Conduct – In-Person and Online

All staff at 5 Steps Academy are expected to maintain a professional and responsible
demeanor in all their interactions, whether in person, at work, or online.

A. Teacher-Student Relationships

Teachers must always preserve a professional relationship with students, even when
building rapport. They should:

● Use appropriate language and materials: Avoid content that may be offensive,
discriminatory, or biased.

● Maintain professional boundaries: This includes refraining from sharing personal
problems with students, discussing private matters, or engaging in social activities
outside of school contexts.

● Ensure the relationship does not become personal: Never seek to develop
inappropriate or overly familiar connections with students.

● Use only school-approved platforms for communication: Teachers must not
share personal contact information with students. All interactions should be on
school-approved platforms, as outlined in the communication policies.

● Inform participants before recording: If any audio or video conferencing needs to
be recorded, all participants must be notified in advance and given a clear
explanation of why the recording is taking place.

Teachers are expected to uphold the highest level of professionalism in every interaction,
ensuring that the teacher-student dynamic remains respectful and focused on educational
outcomes.

Teacher-Student: Maintain professional relationships and boundaries, and use only
school-sanctioned communication methods.
Teacher-Colleague-Administrator: Foster constructive and respectful interactions, carefully
manage online communications, and report any concerns to the Safeguarding Lead.
Teacher-Parent: Practice confidentiality and maintain professional decorum in all parent
interactions, whether in school settings or social scenarios.
Student-Student: Address any incidents of peer abuse immediately and with sensitivity.
Educate students on how to report such incidents appropriately.

Reporting

● Academic Concerns: If a teacher has concerns about a student's academic
performance, they must communicate with parents and work collaboratively to
support the student. The teacher should also copy the Headmaster on all email
communications and follow up with written summaries of any phone conversations to
ensure documentation.

● Welfare Concerns: For any concerns related to a student’s welfare, teachers must
use the 5 Steps Academy email to notify the Headmaster. All safeguarding concerns



must be recorded on the 5 Steps Academy Reporting Form, accessible in the Staff
Handbook, and submitted promptly.

● Concerns About Colleagues: Staff members must report any inappropriate
behavior, language, harassment, or bullying by a colleague to the Headmaster. If the
issue involves an administrator, staff may also report this directly to the Headmaster.

B. Teacher-Colleague-Administrator Relationships

Staff must maintain professional, respectful relationships with colleagues and administrators.
Expectations include:

● Courteous and constructive communication: Ensure all in-person and online
interactions are polite, respectful, and aligned with the school’s values.

● Manage online profiles responsibly: Social media profiles and communications
must reflect the professionalism of the school community.

● Transparency in communication: Use 5 Steps Academy email for work-related
matters to protect both the sender and the recipient. Urgent communications on other
platforms should only occur when necessary and during reasonable hours to
maintain a healthy work-life balance.

Staff must report any concerning behavior or breaches of conduct to the Headmaster.

C. Teacher-Parent Relationships

Staff who are also parents of students at 5 Steps Academy must avoid any conflict of
interest. They should:

● Maintain professional boundaries: Even in social situations, staff must not discuss
confidential school or student matters with other parents.

● Keep communications professional: All contact with parents, whether in person,
over the phone, or through school communication tools, must adhere to
confidentiality and respect school policies.

D. Student-Student Relationships

Peer abuse is a serious concern that must be addressed immediately. Staff must be vigilant
and proactive in identifying and intervening in cases of peer abuse, which can include:

● Bullying: Physical, verbal, or cyberbullying incidents must be managed promptly and
sensitively.

● Physical abuse: Harmful actions such as hitting, kicking, or physical aggression
should be stopped and reported immediately.

● Sexual violence and harassment: Any inappropriate or non-consensual behavior
must be addressed, with students receiving guidance on how to report incidents.

Students are educated on recognizing and reporting peer abuse, ensuring a safe and
supportive school environment.



Appendix C: Early Identification and Support

Staff at 5 Steps Academy are responsible for early identification of concerns and must follow
safeguarding procedures to report issues to the administration or Headmaster. Prompt
intervention can significantly impact a child's well-being and prevent concerns from
escalating. Situations where early help may be required include:

● Disabilities or health conditions: Children with physical or learning disabilities may
need additional support and monitoring.

● Special education needs: Students with specific educational requirements may
display signs of struggle that require early intervention.

● Mental health concerns: Any signs of anxiety, depression, or other mental health
issues should be documented and addressed with appropriate resources.

● Antisocial or criminal behavior: If a child is showing signs of being drawn into
problematic behavior, staff must act to redirect and support them.

● Frequent absences: Regularly missing school may be a sign of deeper issues at
home or in the child’s life. These concerns should be reported and monitored.

● Challenging family circumstances: Children dealing with family issues such as
substance abuse, parental mental health challenges, or domestic violence may
require additional support and intervention.

Staff must also be aware of general indicators of abuse or neglect. These may include:

● Physical signs: Unexplained injuries, consistent lack of hygiene, or signs of
malnutrition.

● Behavioral changes: Withdrawal, aggression, or sudden changes in academic
performance.

● Emotional distress: Symptoms such as persistent sadness, fearfulness, or high
anxiety.

If staff are unsure about the severity of a concern, they should always consult the
Safeguarding Lead for guidance. This approach ensures that no concern is overlooked and
that every child receives the necessary support 



Appendix D: Reporting Trees
Please note that the Child Abuse Reporting Guide (CARG) uses the acronym CYP to refer to
Child/Young Persons.

Universal Tree
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Neglect
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➢ Staff Complaints and Grievance procedure
➢ School Volunteer Policy
➢ Staff Handbook (Policy and Operations Manual)
➢ Recruitment Agent Selection, Monitoring And Evaluation Policy And Procedure

https://drive.google.com/file/d/1Kr9QFFzaPIeTbb_dC3p5sDOe1XRwId_S/view?usp=drive_link
https://iltms.ssi.gov.sg/fileupload/lms/asset/Zip/b328222f-9f6b-4f4e-afe8-d83e06ae71c4/E-CARGSCORM/story_content/external_files/Singapore%20CARG_Jul%202020.pdf
https://docs.google.com/document/d/1adGw5bXsZWSbx-UtCeG5-N7l-tMPZdMrCu5MVZlDmhE/edit?usp=sharing
https://docs.google.com/document/d/1fKnLJzXvtfSjAwa3qahcgJhI6eBFORHLLsgneC_OgRo/edit?usp=sharing
https://docs.google.com/document/u/2/d/1GZ2-ZXROY6R_QDv_UggGQT6ozMx-aArYpeEGlMfcL5w/edit
https://docs.google.com/document/u/2/d/11OHy8w-4OBlA-57fq1eU1EHlrIudpwoB7RYiwqAq-HQ/edit
https://docs.google.com/document/u/1/d/1F5XXFqjlNu5wxTjVPE52TyKpaviEyWxX5R7DAQ_yPAE/edit
https://docs.google.com/document/d/18UK8I9Q4q7L-FJGZ8TCclQSQH0sSXgLxHrMt61d-iO8/edit?usp=sharing
https://docs.google.com/document/u/1/d/1fme0KIDAqciUf5HEEFc9OxEykhpovULAMCH6ouX-O3Q/edit
https://docs.google.com/document/d/1BurDNZXkIP2zIK4Ifnk7IK6a5s2bpc_HybSY6U7dFRs/edit?usp=sharing
https://docs.google.com/document/d/1SMRIZofngqVo1DmjO_Z8gqrhtWve73d4UkST03BkH6o/edit?usp=sharing
https://docs.google.com/document/u/2/d/1V3sEXJNdzdCzuVeWCc2gJPiSck--Xfh189iyVITN5C0/edit
https://docs.google.com/document/d/1Q-uDyBcKAfOhvaUuskN9xHYeC5M4DWmq9s0wbm1aAD0/edit?usp=sharing
https://docs.google.com/document/d/1Cm_Al0orSZAueQ_d5kBwsEYT074lLKH8lKA3G7t-J98/edit?usp=sharing
https://docs.google.com/document/d/1kOAU4BlF-5D7t_LUDCkzYvvKl2TAgWEpSzipTOluUbQ/edit?usp=sharing
https://docs.google.com/document/u/1/d/1X5rRJqVxYDfE_0H3sj7TeI2iuLlGbEXFMi2QH2ZnLj8/edit
https://docs.google.com/document/u/1/d/1T8TeAixc1oAO0C0DkQsQT6WDAjXd0I81_IYYi-K6jIo/edit
https://docs.google.com/document/u/2/d/1C3bvwkRfer3nTse4SRaoM_YF3FH_BCk7P2a1EvTixvE/edit
https://docs.google.com/document/u/2/d/1pKpu5CzkLTx98Kq7RxCHcXHxa9BvkwdvtiYX9WdpUUw/edit
https://docs.google.com/document/u/1/d/1pe_mLyCpRcxfLzSc_Kq5pNmnVPeuxVBpnFwTwmxxZLA/edit
https://docs.google.com/document/d/1m3vdEqWEJWvsgsKPcsmAj7_sPBIBaWfJtbPQXIA21kE/edit?usp=sharing
https://docs.google.com/document/d/1mq0kaZhx0PniNqOh6Vk1B5O4V1Ylb3UxQDGFSJ1fCY8/edit?usp=sharing
https://docs.google.com/document/d/1koh94GFGmkMI5YwLvEzlzysAXYcCXUdaVJcSDYETbpE/edit?usp=sharing
https://docs.google.com/document/d/1Sa3GEaOkdvp0q1WG1ni_VkaWS-l0ieV5MjhAvAUdrVI/edit?usp=sharing
https://docs.google.com/document/d/1ZHDoirt2Y6bYAbJs4daUwy1ISaT8U3CxnT0eLOcpLdU/edit?usp=sharing
https://docs.google.com/document/u/1/d/1UuqAeGEih7lVTRBuPOgYH-3iBSM1i018tfG6lMQ5x1o/edit
https://docs.google.com/document/d/1lwWt0gLzY7epz2yA-72-EEyMOcKf5cwqZuskLbFEccA/edit?usp=sharing
https://docs.google.com/document/u/2/d/17Blvr5zQOYw7HhS_E9YqlVB621953LRHUvJqkXFLFQY/edit


Summary of Changes (Annual Review)

December 2024

1. Restructuring: Updated the table of contents to improve navigation and
organization.

2. Reporting Form: Changed the reporting form into a restricted Google Form
3. Policy Statement Revisions: Made minor modifications for clarity, ensuring

alignment with the school’s mission and values.
4. Expanded Definitions: Added and clarified definitions, including:

○ The term "Safeguarding" and its distinction from "Child Protection"
○ Definitions of "Staff" and "Peer Abuse"

5. Clarification of Roles: Specified that the Student Welfare Officer (SWO) serves as
the Designated Safeguarding Lead (DSL).

6. Recognizing Abuse: Included a new section detailing how to recognize signs of
abuse.

7. Enhanced Processes Section: Broke down "Processes, Recording, and Reporting"
into clear subsections:

○ Initial reporting of concerns
○ Handling disclosures
○ Documentation and record-keeping practices

8. Safeguarding Education: Expanded on the education provided to students,
detailing specific programs and strategies.

9. Related Policies: Added references to related policies for comprehensive
understanding and coherence.

10. Appendix: Changed the format of Appendix A, B, and C for a more cohesive flow.


