
 

 
 
 

SAGE COLLEGE – POLICIES AND PROCEDURES  
 

Designated Safeguarding Lead 
Policy (DSL) 

(Aligned with Andalusian Education Legislation and International Best Practice) 

 
Current Designated Safeguarding Lead (DSL) at Sage College: Jen Stephanides 
 
The DSL, plays a critical role in ensuring the safety and well-being of all students. The 
DSL is responsible for managing and responding to any concerns related to child 
protection, ensuring that safeguarding policies and procedures are effectively 
implemented and followed throughout the school. 
 

1. Purpose 
 
This policy outlines Sage College’s commitment to safeguarding and promoting the 
welfare of all pupils. It integrates child protection procedures, the anti-bullying 
framework, and the protocols for communication with the Educational Inspectorate 
(Inspección Educativa) and the Junta de Andalucía in accordance with current 
regional and national legislation. 

2. Legal Framework (Base Normativa) 
 
This policy is guided by:​
- Decree 19/2007, of 23 January, adopting measures for the promotion of a culture of 
peace and improvement of coexistence in educational centres.​
- Order of 20 June 2011, establishing procedures for action in cases of bullying, child 
abuse or gender-based violence.​
- Instructions of 28 July 2017, Directorate-General for Participation and Equity, 
regarding the protocol for action in cases of bullying.​
- Law 9/1983, of 1 December, Statute of Autonomy for Andalusia, and subsequent 
developments concerning children’s rights and school coexistence.​
- UK Safeguarding and Child Protection Standards, as applied in British international 
schools. 

3. Designated Safeguarding Lead (DSL) 
Current DSL: Jen Stephanides 



 

The DSL plays a critical role in ensuring that all safeguarding, child protection and 
anti-bullying concerns are identified, reported, investigated, and resolved 
appropriately. 

Key Responsibilities: 

A.​ Lead Safeguarding Policies: Oversee and update safeguarding, child 
protection and anti-bullying policies, ensuring alignment with both UK and 
Andalusian frameworks. Ensure staff are trained and understand their statutory 
duties. 

B.​ Respond to Safeguarding and Bullying Concerns: Act as the first point of 
contact for all concerns. Initiate the Andalusian Anti-Bullying Protocol 
immediately upon any credible suspicion or report of bullying, regardless of the 
level of evidence at the time. Inform the Headmaster (Alexander Wickham) and 
relevant authorities as required. 

C.​ Communication with External Authorities: Notify the Educational 
Inspectorate (Inspección Educativa) through official channels (Séneca system or 
written report) when the Anti-Bullying Protocol is activated. Liaise with the 
Territorial Delegation of Education (Delegación Territorial de Educación y 
Formación Profesional de Cádiz) when cases are considered serious (physical 
harm, ongoing harassment, sexual or discriminatory nature). Cooperate with 
social services, police, or judicial authorities if required. 

D.​ Training and Awareness: Deliver regular safeguarding and anti-bullying 
training sessions to all staff. Ensure records of training are maintained and 
renewed annually.​
 

E.​ Record Keeping: Maintain secure, confidential, chronological records of all 
reports and actions taken. Log all safeguarding or bullying concerns into the 
Safeguarding Register and the Convivencia (Behaviour & Coexistence) Register. 

F.​ ​
Student and Family Support: Ensure the wellbeing and safety of any affected 
student. Provide guidance and referrals to external professionals or agencies 
when needed.​
​
Activation of the Andalusian Anti-Bullying Protocol 

 

A.​ Step 1 – Detection and Reporting: Any member of staff, student, or family who 
becomes aware of a potential bullying situation must immediately inform the 
DSL.. Upon receiving such information, the DSL activates the protocol and 
ensures a written record is created. 

B.​ Step 2 – Initial Assessment and Immediate Protection: The DSL and 
Headmaster assess the immediate risk to the student’s physical or emotional 
wellbeing. Protective measures (e.g. classroom seating changes, supervision, 
temporary separation) are implemented at once. 



 

C.​ Step 3 – Communication to the Inspectorate: The DSL or Headmaster formally 
notifies the Educational Inspectorate that the protocol has been initiated, as 
required by the Junta de Andalucía. Notification includes the date, nature of the 
report, and the initial measures adopted. 

D.​ Step 4 – Investigation and Documentation: A School Investigation Committee is 
formed (DSL, Tutor, Stage Head, and Headmaster). Statements are collected 
from all involved parties. All information is recorded securely in the 
Safeguarding file and the internal Convivencia system. 

E.​ Step 5 – Follow-Up and Final Report: A formal Final Assessment Report is 
prepared within 20 working days. The report is shared with the Educational 
Inspectorate and the families concerned. Recommended educational or 
disciplinary measures are implemented. 

F.​ Step 6 – Closure and Monitoring: The case is closed once the Inspectorate and 
DSL confirm that appropriate measures have been taken. The student’s 
wellbeing is monitored through pastoral and tutor follow-up. 

 



 

 

 

5. Roles and Responsibilities 
 

Role Main Duties 

DSL (Jen Stephanides) Lead safeguarding and anti-bullying processes, 
communicate with authorities, maintain records. 

Headmaster 
(Alexander Wickham) 

Ensure compliance, approve actions, communicate 
with families, and represent the school before the 

Inspectorate. 

Teachers & Tutors Observe, report and document any indicators of 
bullying or abuse immediately. 

Students Encourage respectful behaviour, report any concerns. 

Parents/Guardians Collaborate with the school, share relevant 
information, and support follow-up actions. 

 

 

 

 



 

 

6. Communication with the Educational Inspectorate and the Junta 
de Andalucía 
 
Every activation of the Anti-Bullying Protocol or Child Protection Concern must be 
reported to the Inspectorate (Inspección Educativa) without delay. For serious or 
repeated cases, or when the wellbeing of a child is at risk, the Territorial Delegation of 
Education will also be notified. All communications are documented, signed by the 
Headmaster, and stored in the school’s secure safeguarding archive. 

7. Confidentiality and Data Protection 
All records and communications are handled with strict confidentiality in accordance 
with GDPR and Spanish data-protection law. Access is restricted to the DSL, 
Headmaster, and authorised authorities.​
 

8. Review and Approval 
This integrated policy will be reviewed annually by the Senior Leadership Team (SLT), 
the DSL, and the Board of Governors, or earlier if legislative changes require it.​
Last Updated: August 2025​
Next Review Due: August  2026 
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