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PREFACE
Dr. Graham’s Homes, Kalimpong, is a school that strives to be a safe and 
secure place where children learn free from any kind of threat and danger.
All staff, administrative, teaching, non-teaching and service providers, as 
well as volunteers who work alongside children are thoroughly 
checked/vetted to ensure that they present no threat to young people. 
Where allegations are made against adults or other young people, these 
are always treated seriously and investigated by the appropriate authority. 
Where necessary, such investigations may be handed over to agencies 
outside the school to take action.
At DGH, a senior and experienced member of the staff is designated to take 
lead responsibility for dealing with child protection issues, providing advice 
and support to other staff, liaising with the School Safeguarding Sub-
Committee, and working with other agencies where appropriate, subject to 
the approval of the Board of Management.
DGH also recognizes that we help children keep safe through the teaching 
of self-protection skills and encouragement of responsible attitudes to 
adult life through a life-skill, or similar personal, social and health education 
programmes.

RESPONSIBILITIES
The Board of Management is responsible for ensuring that a clear Child 
Protection policy is in place through its Safeguarding Committee, and for 
supporting the School investigations into allegations of potential threat or 
danger to children is undertaken.
The Principal and Headmaster along with the Safeguarding Sub-Committee 
are responsible for ensuring the Child Protection policy procedures are 
implemented and monitored in school.
School teachers and other members of staff are responsible for following 
the procedures and guidelines of the Child Protection policy, and for 
reporting any allegations made or concerns they may have for child safety, 
to their immediate supervisor or another senior member of staff or any 
member of the Safeguarding Sub-Committee.

SCHOOL ENVIRONMENT
All staff will be expected to contribute towards an environment that offers 
children maximum protection, e.g. contributing to the creation of a positive 
atmosphere in which the pupils are respected and know that they can find 
assistance if necessary.
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EMPLOYMENT
DGH will uphold safe recruitment procedures ensuring appropriate checks 
are carried out on all new staff, including volunteers, who will work with 
children.

ABUSE ISSUES:
Abuse is defined as a form of maltreatment of a person/s.
Somebody may abuse or neglect an adult or child by inflicting harm, or by 
failing to act to prevent harm.
NB: Corporal Punishment could be regarded as physical punishment, 
mental harassment and /or discrimination.The school is bound by the 
directions of  the High Court of Calcutta banning corporal punishment in Tapas Kumar as extracted in APPENDIX E.
Harm may be caused by others or be self-inflicted. There are various 
categories of abuse:Physical Abuse - This involves physical harm to a child e.g. hitting, shaking, 
scalding and may be deliberate or a result of failure to take adequate 
precautions. It can also include the deliberate withholding of physical 
needs, such as food. It can involve the abuse of dangerous substances and 
alcohol. [See Appendix A for more details].Emotional Abuse - Some level of emotional abuse is present in all forms of 
abuse. Persistent emotional ill-treatment or rejection can cause serious 
effects on behaviour and emotional development and usually leads to a 
sense of low self worth. It may involve inappropriate expectations (e.g. by 
age or ability), repeated criticisms that convey to a child that he or she is 
worthless or unloved. It may involve causing children frequently to feel 
unhappy, frightened or in danger. [See Appendix B for more details].Sexual Abuse - This involves the child being forced or coerced into 
participating in or watching sexual activity. The apparent consent of the 
child is irrelevant. The acts may involve physical contact, penetrative or 
non-penetrative. They may involve non-contact activities such as involving 
children in looking at or in the production of pornographic material, 
watching sexual activities or encouraging children to behave in sexually 
inappropriate ways. [See Appendix C for more details].Neglect - This refers to persistent or deliberate failure to meet a child’s 
physical or psychological needs, e.g. a failure to provide adequate food, 
clothing or shelter, failure to protect a child or failure to provide adequate 
medical care. It may also involve neglect or failure to give adequate 
response to a child’s emotional needs. [See Appendix D for more details]
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Ragging - The Homes recognises that ragging is criminalised in West Bengal 
under the 
West Bengal Prohibition Of Ragging In Educational Institutions Act, 2000. 
Ragging has been defined in Section 2(4): “ragging” means the doing of any 
act which causes, or is likely to cause, any physical, psychological or 
physiological harm or apprehension or shame or embarrassment to a 
student, and includes -
(a) teasing or abusing of, playing practical joke on, or causing hurt to, any 
student, or
(b) asking any student to do any act, or perform any thing, which he would 
not, in the ordinary course, be willing to do or perform;
(c) “student” means a student who has been prosecuting his studies in an 
educational institution.”
Sec 3 bans ragging. 
Penalty for ragging.- Whoever contravenes the provisions of section 3 shall 
be punished with imprisonment of either description for a term which may 
extend to two years, or with fine which may extend to five thousand rupees, 
or with both.
Expulsion and dismissal are also provided for. 

BEHAVIOUR PROTOCOLS FOR STAFF, EMPLOYEES AND DUTY BEARERS:
The following protocols shall be followed by all personnel whether directly 
or indirectly concerned with the children:

Staff, Employees, duty bearers should :ßEnsure that a culture of openness exists that facilitates children to 
interact and express their issues and concerns with staff for children’s 
personal, physical, social, emotional, moral and intellectual 
development.
Encourage and respect children’s voices and views.
Be inclusive and involve all children without selection or exclusion on 
the basis of gender, disability, ethnicity, religion or any other status.
Be aware of the potential for peer abuse and develop special 
measures/supervision to protect younger and especially vulnerable 
children from peer and adult abuse (eg: children bullying, 
discriminating against, victimising or abusing children).
Avoid placing oneself in a compromising or vulnerable situation when 
meeting with children.

ßßß
ß
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Immediately report the circumstances of any situation which occurs 
which may be subject to misinterpretation.
Inform children about steps of interventions being taken with 
respect to them or in the context of their lives.

Make oneself aware and educated on the laws, rules and guidelines 
related to child protection as amended from time to time.
Keep all data about children confidential.
Ensure the responsible use of computers and other information 
technology and refrain from inappropriate usage, especially that 
relating to the creation, viewing, downloading or distribution of any 
inappropriate or offensive material, including, but not restricted to, 
abusive images of children, pornography or child pornography.
Report all concerns regarding actual or potential child abuse, 
mistreatment or any other violation according to the reporting and 
responding system.
Ensure that there are staff members of the same sex when escorting 
the child between locations and also when taking care of the 
child/children at any location.
Record all decisions of movement of children to hospitals or referral 
service centres or even in the case of repatriation/ restoration.
Ensure good and constructive working relationships with all co - 
workers.

Staff, Employees, duty bearers shall not :
Kiss, hug, fondle, rub or touch a child in an inappropriate or culturally 
insensitive way.
Sleep alone with any child.
Use corporal punishment or tolerate corporal punishment by the staff.
Act in any manner that puts children at risk.
Turn out a child from the residential home/facility.
Use language that will mentally or emotionally abuse the child.
Never threaten a child.
Never use abusive language.
Never tease/ mock a child or call out nicknames.
Act in any way that intends to embarrass, shame, humiliate or degrade 
a child.
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Show discrimination of race, culture, age, gender, disability, 
religion, sexuality, or any other status.

Develop a sexual relation with a child.
Give cash or any kind of gifts directly to children.
Do things of a personal nature that a child could do for 
him/herself, including dressing, bathing and grooming.
Initiate physical contact unless initiated by the child (e.g.:holding 
hands).
Suggest inappropriate behaviour or relations of any kind.
Allow children to engage in sexually provocative games with 
each other.
Stand aside when they see inappropriate actions inflicted by 
children on other children because it is frequent and    
commonplace.
Take children to the residence of any staff member/ 
superintendent for the night.
Engage children in personal work or employ children at work or at 
home.
Use his/her position for his/her own benefit or for the benefit of 
family or friends.
Work under the influence of intoxicating substances such as 
alcohol or any other substances that significantly impair ability to 
do the job assigned.
Take any photograph that would or could potentially violate the 
child‘s dignity, or privacy in any way.

Behaviour Protocols for volunteers & other visitors 
(in addition to the above)

Shall not give cash or any kind of gifts to the children.
Shall not take/collect photos, videos, or stories of children and/or 
upload the same on blogs or any social networking sites without 
prior permission from the authority concerned.
Shall not ask personal details of the child and if known, then not 
to divulge it to others.
Shall not encourage any kind of infatuation.
Shall not ask any child to meet alone outside campus.
Shall take children for outings only in groups and with prior 
permission of the Principal/Headmaster
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BEHAVIOUR PROTOCOLS FOR CHILDREN:

The children shall be oriented and trained by the appropriate 
resource persons to follow the rules and standards of good 
behaviour. Every unacceptable behaviour shall be taken note of by 
the School’s Disciplinary Committee and the child found in violation of 
rules may be asked to give an explanation. 
A copy of the report containing the description of the incident and the 
action taken thereupon shall be submitted to the Principal within 
twenty-four hours. A copy of the same shall also be placed before the 
School Management Committee for planning a long term strategy for 
prevention of such incidents. A copy of the report shall be kept in the 
case file of the child concerned and shall be treated as confidential 
information.
The Principal may deal with the violation appropriately giving due 
consideration to the gravity of the misdemeanour and the safety and 
dignity of the child. They may seek the assistance of the counsellor or 
the Child Welfare Officer or Case Worker, or any non-governmental 
organization associated with the Institution in dealing with the 
situation.

Children shall be encouraged/taught to :
Respect all staff, teachers, parents and outsiders.

All relevant information should always be given to the concerned 
staff.
Share information and learning with other children.
Never threaten a fellow child.
Never use abusive language.
Never tease/mock a fellow child or call out nicknames.
Never rag a fellow child.
Never physically assault or sexually abuse another child.
Never spread rumours about another child, or details about the 
child which could be socially humiliating.
Never discriminate on the basis of race, culture, age, gender, 
disability, religion, sexuality, or any other basis
Never force another child to give away his/her personal 
belongings.
Report all concerns regarding actual or potential child abuse, 
mistreatment or any other violation according to the 
complaint/reporting and responding system.

ßßßßßßßßßßßß
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Manner of dealing with unacceptable behaviour :

The action taken shall be commensurate with the nature and 
degree of violation and the age of the child and may be any of the 
following: (i) formal warning; (ii) assignment of minor house-
keeping tasks; (iii) imposition writing i.e. writing a number of times 
that he shall not repeat the behaviour; and (iv) forfeiture of 
privileges viz. permission to watch television, permission to go for 
outdoor activity, sports and recreation and other preferred 
activity.
No child shall be subject to corporal punishment or any mental 
harassment including humiliating behaviour affecting the dignity 
of the child.

Good behaviour of a child :

The following shall be considered good behaviour, namely:
Following the rules of discipline and adhering to the routine, 
assessed over a period of a month
Preventing any other child from indulging in any unacceptable 
behaviour or preventing violence.
Preventing any mishap by raising an alarm, evacuating other 
children in case of disaster.
Assisting any teacher or officer of the Homes in maintaining 
order. 
For House representatives, in situations that may develop into an 
emergency, behaviour before the sounding of the alarm would be 
encouraged.
Informing the Homes of any plan of creating unrest or of escape.
Inform any person-in-charge about any prohibited article or 
contraband.
Helping another child to come out of his trauma.
Performing exceptionally well in an examination in continuation 
of his studies, or vocational or rehabilitation courses.
Positive and adaptive behaviour.
Any other good behaviour as found exceptional by any person-in-
charge.

Reward or benefits for maintaining exceptional behaviour : 
A child showing exceptionally good behaviour shall be considered for 
appropriate reward or benefits by the person-in-charge and note of 
the same shall be placed in the case file of the child. The awards to a 
child as 

ß

ß

ßßßßß
ßßßßßß
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may be fixed by the management of the institution from time to time, 
may be granted by the person-in-charge as an encouragement for 
good work and good behaviour. 

GUIDELINES FOR VISITORS TO DR. GRAHAM’S HOMES

Visitors are welcome to visit the Homes. However, there are specific 
procedures to be followed before and during such visits.
Any visitor wishing to visit the Homes will need to first get prior 
appointment from any of the following School Executives which 
would include the Principal, the Headmaster, the Senior Teacher and 
the Bursar. On arrival at the entry points to the Homes, visitors will 
need to fill up a Visitor’s Slip which would include details like whom 
the visitor would like to meet and for what purpose. He will also need 
to write the date and time of the visit. All information provided must 
also be recorded in a Visitor’s Register that will be kept with the 
Security personnel. The Visitor’s Slip will then need to be handed over 
to the Security Personnel who will then contact the School Office to 
ensure that the visit has been prearranged through prior 
appointment. While entering the School campus, all visitors will be 
handed a Visitor’s Identity Card on a distinctly coloured lanyard which 
the visitor must always wear around his/her neck while on the campus 
to identify the person as a Visitor/Guest of the Homes. On exiting the 
campus the visitor will be expected to hand back the lanyard to the 
security personnel.
It will be the responsibility of the Principal and the Headmaster to 
invite speakers and School guests to official functions of the School. 
Such a list of invitees must be thoroughly vetted and screened before 
actually offering an invitation to the Homes.
On Special School Occasions when members of the Board of 
Management and/or School Managing Committee visit the School for 
official meetings and School functions, a list of the confirmed invitees 
must be prepared and sent to the Security personnel at the entry 
points to facilitate smooth access. All such visitors may also be given 
differently coloured identity cards to be worn by them for easy 
identification.
There is a different set of guidelines for visitors visiting the School 
from abroad. These details are available with the UK Safeguarding 
Sub-Committee and is mentioned in the Joint Safeguarding and 
Protecting People Policy 2020. The School administration must 
ensure they are familiar with these provisions.
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HOW TO MANAGE A DISCLOSURE MADE BY A CHILD OR 
ADULT
If a staff member is told about abuse, or a staff member suspects or 
knows of any abuse of any young person, the Principal and Lead 
Safeguarding Officer who is responsible for Child Protection must be 
informed immediately in person or by telephone or by email. Even if 
information is based on rumours of abuse, or if there is a suspicion, 
but no firm evidence, the Principal should be contacted regarding the 
concerns. Therefore even if the incident does not seem serious it 
MUST be reported as it may be a small part of a much larger picture. 
This needs be done with care and sensitivity and the child or young 
person needs to be reassured that the matter will only be discussed 
with people who need to know.

The person to whom a child/adult makes a disclosure of some 
form of abuse ~

Should:

lArrange for a place and time where he/she can talk as soon as 
possible, preferably with another adult present.
Listen carefully rather than question them directly.
Stay calm and not offer their personal opinions/thoughts.
Tell them that they are being listened to and that they are being 
taken extremely seriously.
Seek medical attention if necessary. Report bruises or physical 
harm to the nurse so that these can be logged.
Let the child know that she / he is not too blame
Let her / him know that you understand how difficult it is to talk 
about such experiences.Explain that you will need to involve 
other people and why.
Be supportive and give realistic encouragement
Talk to someone, if necessary, about your feelings and seek 
support for yourself.   

Should not:

Promise confidentiality. Even if the young person is not at risk 
there may be other younger children who are and therefore staff 
cannot and should not promise confidentiality. The child should 
be made aware that there may be occasions when you have to 
pass on information to another person or to the police.

lll
l
ll
ll

l
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Make promises or give reassurances that you cannot keep.
Press for details or ask leading questions as this can affect 
subsequent investigations. It is not the listener’s job to carry out 
an investigation.
Make suggestions or “put words into their mouth”.
Cast doubt on what they have said.
Ask the pupil to repeat details unnecessarily.
Say anything that makes them feel responsible for the abuse.
React emotionally.
Interrupt or stop a pupil during disclosure.
Underestimate your role as a responsible adult.
Forget to make time and seek support for yourself.

Following the disclosure (once the child/adult is safe and being 
cared for):

As soon as possible, inform the Lead Safeguarding person at 
School of the incident, or another senior member of the staff if this 
person is not available. 
The “reporting safeguarding concern” form (which includes a 
body map) for recording injuries seen should be completed by the 
person to whom the disclosure has been made and then passed 
on to the Lead Safeguarding person.

The Report should include :

1. The date and time of the report
2. The name of the person reporting the incident and, where 

different, the name of the student  who has allegedly been 
abused.

3. Where, when and how the disclosure took place and the names 
of anyone present and / or asked to attend.

4. The date, time and place where the alleged abuse happened.
5. The names of those accused when the abuse occurred.
6. The account that was given of the allegations, with nature of 

abuse and outcome, if known. Everything that was said should be 
written in their own words as far as possible. Accuracy and detail 
is important. 

7. Write down all action taken as a result of the disclosure.
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8. Note and record injuries seen on a body map.
9. In the first instance, communication about such incidents should 

be directed only to the Principal and the Lead Safeguarding 
Officer in order to protect all concerned.

It is imperative that those dealing with an allegation maintain an open 
mind and that further action is not subject to any delay.

FAILURE TO REPORT ACTS OF ABUSE 
Any failure to report acts of abuse against children at The Homes 
will be considered as an act of wilful neglect and negligence of 
duty and corrective action will be taken against the said adult  in 
keeping with the service rules and code of conduct governing 
teachers and all other strata of staff which may include formal 
rebuke, or suspension from service or dismissal from service as 
laid down by the law of the land.
Any commission of child abuse, abetment, connivance, failure to 
report acts of abuse shall, in addition to the penalties prescribed 
by law, be dealt with severely by the Homes through its internal 
disciplinary mechanism commensurate with the terms of 
employment of the alleged offender. 
Upon completion of the enquiry, penalties shall be imposed upon 
the offender commensurate with the gravity of the offence and 
these [from mild to harsh] may include but shall not be limited to 
first oral warning, payment of fine, final warning letter, 
suspension, demotion, fine, pay cut and dismissal in that order. 
Provided however that if in the opinion of the School Managing 
Committee it is found appropriate to do so for the safety of the 
children and more particularly the alleged victim, the alleged 
offender may be placed under immediate suspension or 
transferred to another department/location of work pending the 
completion of the internal enquiry and disciplinary proceedings 
as well at the completion of the legal proceedings if any against 
her/him. 
Provided further that if the legal proceedings culminate in the 
conviction of the offender, her/his services shall be terminated 
forthwith.
The attention of all is drawn to the specific penalties which have 
been provided in the case of sexual offences against children in 
POCSOßSection 21(1): Any person who fails to report the commission 

of offence or who fails to record such offence – 
imprisonment which may extends six month/fine or both. 
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ßSection 21(2): Failure of person in-charge of a company or 
institution to report offence allegedly committed by a 
subordinate –imprisonment six month/fine or both. 

Section 22 (1): Reporting false abuse with the intension to 
humiliate, threaten etc. – imprisonment six month/fine or 
both. 

Section 22(2): False complaints or information provided by a 
child – No punishment shall be imposed on the child. 

Section 22(3): False complaint or false information against a 
Child – punishment may extend to one year.

ß
ß
ß
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APPENDIX A

DEFINITIONS AND SIGNS OF PHYSICAL 
ABUSE

PHYSICAL  ABUSE

A form of abuse which may involve hitting, shaking, 
throwing, poisoning, burning or scalding, drowning, 
suffocating or otherwise causing physical harm to a 
child.

Signs/indicators of Physical Abuse:

- frequent injuries
- unexplained or unusual fractures or broken bones
- unexplained bruises, burns or scalds, bite marks
- fear of a specific individual
- flinching
- hinting at secrets
- nervous behaviour or sudden changes of behaviour
- self-harm

Physical harm may also be caused when a parent, 
primary caregiver or guardian fabricates symptoms of, 
or deliberately induces, illness in a child.
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APPENDIX B

DEFINITIONS AND SIGNS OF EMOTIONAL 
ABUSE

EMOTIONAL ABUSE
The persistent emotional maltreatment of another such as 
to cause severe and persistent adverse effects on their 
emotional development and stability.lIt may involve conveying to another person that they are 

worthless or unloved, inadequate, or valued insofar as they 
meet the needs of another person.
It may include not giving another person opportunity to 
express their views deliberately silencing them or ‘making 
fun’ of what they say or how they communicate.
It may feature age or developmentally inappropriate 
expectations being imposed on others. Themes include 
interactions that are beyond their developmental capability, 
as well as overprotection and limitation of exploration and 
learning, or preventing that person from participating in 
normal social interaction.
It may involve seeing or hearing the ill-treatment of another.
It may involve serious bullying (including cyber-bullying or 
sexting), causing others frequently to feel frightened or in 
danger, or resulting in exploitation or corruption. This may 
include:
Intimidation
Making hurtful remarks about someone’s appearance or 
performance
isolating someone from activities

Some level of emotional abuse is involved in all types of 
maltreatment of another, though it may occur alone.
Signs/indicators of Emotional Abuse:laggressive behaviour

self-harm, including eating disorders and suicide
fear of a specific individual
fear of making mistakes
lack of confidence
lack of friends
sudden behaviour changes

l
l

ll
-
-

-

llllll
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APPENDIX C

DEFINITIONS AND SIGNS OF SEXUAL 
ABUSE

SEXUAL ABUSE
Forcing or enticing someone to take part in sexual 
activities whether, or not, they are aware of what is 
happening.

The activities may involve physical contact, including 
assault by penetration (for example rape or oral sex) or 
non-penetrative acts such as masturbation, kissing, 
rubbing and touching outside of clothing.
They may also include non-contact activities, such as 
involving others in looking at, or in the production of 
sexual images, watching sexual activities, encouraging 
them to behave in sexually inappropriate ways, or 
grooming someone in preparation of abuse (including via 
the internet).

Sending or posting inappropriate content, including:
l description of sexual acts
l images of sexual nature
l images of violence or jeopardy
l any other content that might upset the other person
Sexual abuse is not solely perpetrated by adult males. 
Women can also commit acts of sexual abuse, as can 
children.

Signs/Indicators of Sexual Abuse:
fear of a specific individual
hinting at secrets

- lack of confidence
- lack of friends
- nervous behaviour
- self-harm
- sexualised language
- sudden behaviour changes
- unexplained gifts

-
-
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APPENDIX D

DEFINITIONS AND SIGNS OF ABUSE BY 
NEGLECT

ABUSE BY NEGLECT

The persistent failure to meet someone’s basic 
physical and/or psychological needs, likely to result in 
the serious impairment of their health or development.
Neglect may involve a parent, a primary caregiver or 
guardian failing to:

lprovide adequate food, clothing and shelter (including 
exclusion from home or abandonment)
protect another person or child from physical and 
emotional harm or danger
ensure adequate supervision (including the use of 
indequate caregivers); or 
ensure access to appropriate medical care or treatment.

It may also include neglect, or unresponsiveness to, 
someone else’s basic emotional needs.

Signs/Indicators of Neglect:
- frequently dirty
- inappropriate clothing for weather
- hostile or aggressive behaviour
- lack of confidence
- lack of friends
- nervous behaviour
- poor weight gain or obesity
- poor dental care
- particularly quiet or withdrawn
- sudden behaviour changes
- poor school attendance

l
l
l
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APPENDIX E

This extract is taken from 

Tapas Kumar Bhanhja v. State of West Bengal, 
2004 SCC OnLine Cal 58: (2004) 1 Cal LJ 210 at 
page 210

This public interest litigation has been filed by the 
petitioner who is a practising Advocate of this Court. 
He has invited our attention to a news item 
published in the daily “Telegraph” dated 6th July, 
2003 that “student became unconscious after being 
caned. Therefore, he has brought this petition 
before us that this kind of inhuman treatment should 
be avioded in the school. It is true that in the 21st 
Century caning is almost a barbaric act and this 
should be avoided. This has to be emphasised that 
caning should not not be resorted to as a corporal 
punishment by any private ends. Therefore, the 
Director of School Education, Primary/Secondary is 
directed to issue a circular to all the schools that this 
system or caning the student is strictly prohibited 
and if any school resorts to this kind of caning then 
that will be dealt with by the State Administrator 
strictly. Let this direction be issued to all the 
concerned so that this unfortunate act of caning 
may be avoided and the student may be saved from 
this kind of barbaric act. 
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DGH Safeguarding Sub-Committee

Ms. Jeena Raghavan - Senior Teacher and 
Head, Safeguarding 
Officer

Ms. Bandana Pradhan - Deputy Head Officer

Ms. D. Goodall - Member

Mr. D. P. Rai - Member

Ms. (Sr.) Subeshna Rai - Member (External)

20




