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Using the School Safeguarding Audit Tool 

When using the tool please remember. 

• Keep the format as it is, please do not change to PDF. 

• Leave worksheet formulas.  

• Only add lines within the Action Plan tab. 

Any of these actions may result in the audit tool not functioning properly. 

Questions 
The audit tool comprises various tabs. Left to right, the first 3, Introduction, School Information, and 

Audit Progress Tracker are used to provide information to schools, as well as the NYSCP, and allow 

monitoring of progress as the audit is carried out. 

 

There are 11 sections, with each tab representing a theme and including a Policy List. If you cannot 

see all the tabs, use the arrow buttons on the screen to move the tabs left and right. These can be 

completed in any order. 

 Please do not use or alter the black “NYSCP Only” tab.  

Grading  
Grade each question using the following criteria: 

1 2 3 4 5 

This line of 
enquiry is not 
applicable to the 
school. 
 
There are no 
safeguarding 
concerns. 

Not in operation. 
 
No action plan 
has been 
identified to 
address this at 
present. 

Safeguarding 
areas for 
development 
have been 
identified and 
the school aims 
to create an 
action plan at 
senior level to 
focus on these 
areas. 

Safeguarding 
areas for 
development 
have been 
identified and 
the school has 
an action plan 
agreed by senior 
management to 
focus on these 
areas. 

Safeguarding has 
been addressed 
and the school is 
compliant with 
statutory 
requirements. 
 
There are no 
safeguarding 
concerns. 

Using the Tool 
To enter the grading use the drop-down by selecting the arrow (see below) or type the grading into 

the box. 
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When completing answers ensure that you provide information to show how your school complies 

with the audit in the Evidence column. 

If you want to add a new paragraph in the Evidence or Actions Required field, please select Alt and 

Enter for a carriage return. 

If you have identified a grade “4” or below, you will need to identify actions, action owners and 

timescales for each of these requirements (see example below):  

 

 

 

 

You can claim a grade of “5” by meeting the baseline requirements outlined in the audit question, 

and if you believe there are additional measures your school can take, they can be recorded in the 

Actions Required column (as free text) which will, in turn, populate the Audit Progress Tracker tab to 

produce a running total and then a final count of actions. 

If you want to add a new paragraph in the Evidence or Actions Required field, please select Alt and 

Enter for a carriage return, do not add rows. 

As you complete the audit and answer all questions in each section, the audit tracker will change 

from red to blue. 

 

Please note, that option 1 (not applicable) is not 

available to select in most cases, however can 

used when appropriate – for example when a 

Secondary School is asked questions concerning 

EYFS. 

 
Populates Audit Tracker tab to produce a count of 

Actions. 

Identified actions can be copied to Actions tab. 
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The number of actions is the total number of actions you have recorded on your audit across all 

themes/ tabs.  

 

Follow steps 2 to 5 as indicated on the page and complete the appropriate fields. Using drop-down 

arrows. 

The audit must be sent to the governing body for approval PRIOR to being sent to the NYSCP. 

Please ensure that you enter the date that the audit was sent to the governing body and date it was 

approved as shown below: 

 

The final stage of the audit is to ensure that the actions from the audit are copied to the School 

Development Plan for monitoring by the Governors. When this has been done, enter the date this 

was completed. You will see that the bottom box (Step 5) changes from red to blue. This now states 

the audit is ready for submission to the NYSCP. 

 

Creating an Action Plan 
If you have identified actions, you can manually add them to the Action Plan tab. 

 

To do this: 

1. Click and hold your left mouse button on the first cell you want to copy and then move the 

mouse to the last cell to highlight the cells to transfer. 

 

This will turn all but the first cell grey.  
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2. Now click on Copy in the Home Ribbon at the top of the screen 

 
Alternatively, you can press Ctrl & C together to copy the information. 

 

3. Click on the Action Plan tab at the bottom of the screen 

 
 

4. Find the first clear row on the spreadsheet and click on the Paste button 

 
Alternatively, you can press Ctrl & V to paste the information. 

Columns and rows can be added to this worksheet so that you can add/remove information 

relevant to your setting. 

 

 

Submitting the Audit  
The audit should now be sent to nyscp@northyorks.gov.uk no later than Friday 28th February 2025. 

Please ensure that you enter your school’s full title and Department for Education number in the 

School Information section/tab. 

This information is vital for us to ensure we link the audit submitted by your school. The DfE number 

helps ensure that we can differentiate between schools with the same or similar names. 

Still Unsure? 
If you have any queries, please contact your School Advisor or you can also contact the NYSCP 

Business Unit. 

For our FAQ’s NYSCP School Safeguarding Audit 2024 - 25  

mailto:nyscp@northyorks.gov.uk
https://www.safeguardingchildren.co.uk/information-for-schools/

