
Low-Level Concerns Policy 
 

Our school nurtures curiosity and creativity through an inspiring, broad and engaging 
curriculum, where learning is at the heart of all that we do. Children at Reedley learn to 
become resilient and self-assured in a safe environment where challenge is key. Team 
Reedley are encouraged to thrive and achieve as individuals, preparing them for their role as 
caring and active citizens in modern Britain. 

(Mission statement) 
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1. Introduction 
 
At Reedley Primary School, we take safeguarding very seriously. This includes ensuring that adults 
who work with children do so in a way that is in accordance with the ethos and policies set out by 
the school, including the Staff Code of Conduct. This policy sets out the detail and processes for 
staff regarding low-level concerns they may have. 
 
2. Summary 
 
A member of staff may act in a way that does not present a risk of harm to children but is 
nevertheless inappropriate. A member of staff who has a concern about another member of staff 
should inform the Headteacher about their concern using a Low-Level Record of Concern Form. If 

the Headteacher cannot be contacted, the Chair of Governors should be contacted instead. It does 
not breach GDPR to report low-level concerns to the Headteacher, as long as the process is followed. 
 
3. Keeping Children Safe in Education  
 
The following is taken from Keeping Children Safe in Education  
 
 



 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 



 
 
 
4. Clarity around Allegation vs Low-Level Concern vs Appropriate Conduct 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Storing and use of Low-Level Concerns and follow-up information 
All reports of Low Level Concerns and follow-up information will be stored securely within the 
Reedley School’s safeguarding systems, with access restricted to the Headteacher and others where 
necessary as part of safeguarding procedures. This will be stored in accordance with the school’s 
GDPR and data protection policies. 
 
The staff member(s) reporting the concern must keep the information confidential and not share 
the concern with others apart from the Headteacher or those aware in the senior leadership 
team. 
 
Low-Level Concerns will not be referred to in references unless they have been formalised into 
more significant concerns resulting in disciplinary or misconduct procedures. The staff 
members would be informed if this is the case. 
 
Whenever a member of staff leaves Reedley Primary School, any record of low-level concerns will be 
reviewed to determine whether there is a continuing safeguarding, legal or employment need to 

retain the information. Where there is no justification for retention, records will be securely 
destroyed in accordance with the school's data retention schedule. 
 



  6. Process to follow when a Low-Level Concern is raised 

  

 



 
 
7. Concerns for Staff Wellbeing 
In addition to concerns about staff conduct, low level concerns will also be recorded regarding staff 
well-being. School has a duty of care towards staff members, and colleagues are asked to approach 
their headteacher if they have concerns about a colleague's well-being or changes in their behaviour. 
The staff member can approach the colleague first themselves to ask if they are ok or to say that they 
have noticed that they ‘don’t seem their usual self’. The concern should be shared with the 
Headteacher if the colleague remains concerned, following an informal chat. Refusal to engage in a 
conversation with a colleague about wellbeing does not itself constitute a concern. Concerns should 
not be discussed with colleagues other than the person themselves or the Headteacher. 
The Headteacher will ask whether the staff member to whom the concern relates, wishes to have a 
conversation about their well-being, and if so, whether school can offer some support or advice. There 

is no obligation for the staff member to have such a conversation, but a written record of the concern 
and offer to support will always be kept. These records will not be shared with colleagues other than 
the Headteacher, unless the staff member wishes for other colleagues to be informed. 
 
Staff can share concerns about colleagues or about themselves. If the concern is about themselves, 
then the staff member can choose another colleague to share their concerns with, which may include 
the Mental Health First-Aider, but these staff members have a duty to share the concern with the 
Headteacher, even if there is no further action needed from the Headteacher. 
 
8. Low Level Concern Form 
 
This form will be available to staff via: Teachers drive  - under Low Level Concern  
 
The form should be used to share any concern about conduct – no matter how small, and even if no 
more than a nagging doubt, that any adult who works in or on behalf of Reedley School, may have 
acted in a manner which: 
- Is not consistent with Reedley Primary School’s staff code of conduct – as set out in the Staff 

Handbook 
- Relates to their conduct outside of work, which even if not linked to a particular act or omission, 

has caused a sense of unease about the adults’ suitability to work with children. 
 
The issue should be reported as soon as possible, either verbally or on the written form. 
If the concern is about the Headteacher, then staff should pass the concern to the Chair of Governors. 
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Appendix 
LOW-LEVEL CONCERN REPORTING FORM 

Please use this form to share any concern – no matter how small, and even if no more than causing a 
sense of unease or a ‘nagging doubt’ – that an adult may have acted in a way that:  

▪ is inconsistent with the Staff Code of Conduct, including inappropriate conduct outside of work, 
and 

▪ does not meet the allegation threshold, or is otherwise not serious enough to consider a 
referral to the LADO.  

 
The form can also be used to report concerns for staff wellbeing. 
 
You should provide a concise record – including brief context in which the low-level concern arose, and 
details which are chronological, and as precise and accurate as possible – of any such concern and 
relevant incident(s) (and please use a separate sheet if necessary). The record should be signed, timed 
and dated. If staff wish to remain anonymous, every effort will be made to protect their anonymity, but 
this may hamper the Headteacher’s ability to take further action regarding the matter. 
This form can be completed by any adult – staff members, volunteers (including students) or visitors. 
Forms can be handwritten or an editable digital copy can be downloaded from the Staff Handbook or 
on Teachers under Low Level Concerns. 

Concern logged by 
 

 Role / Job title  

Staff member to whom the concern relates to 
 

 
 

Detail of concern  

Signed  
 

Time and Date  

 
Action taken 
 

Received by 
 

 At (time)  On (date)  

Action taken: 
 
 
 

Signed 
 

 Time and Date  

 
This record will be held securely in accordance with Reedley Primary School’s Low-level Concerns 
Policy. Please note that low-level concerns will be treated in confidence as far as possible, but the 
Headteacher, in certain circumstances, may be subject to legal reporting requirements or other legal 
obligations to share information with appropriate persons, including legal claims and formal 
investigations. 


