
SAFEGUARDING CHILDREN and CHILD PROTECTION POLICY  SEPTEMBER 2019 

Policy statement: All staff have an up to date knowledge of safeguarding issues 

Our setting will work with children, parents and the community to ensure the rights and safety of 

children and to give them the very best start in life. 

Working Together to Safeguard Children (2018:6,7) says that safeguarding and promoting the 

welfare of children is defined for the purposes of this guidance as:  

• protecting children from maltreatment 

 • preventing impairment of children's health or development  

• ensuring that children grow up in circumstances consistent with the provision of safe  

  and effective care 

 • taking action to enable all children to have the best outcomes 

Our policy regarding Safeguarding is reviewed every August or after Safeguarding training and 

staff sign to say they have read and understood the policy. 

Staff and Volunteers 

Our designated person who co-ordinates child protection issues is: 

Jacqueline Jackson Designated Safeguarding Lead (DSL) and 

Jaine Withey Deputy Designated Safeguarding Lead (DDSL) 

They both have attended Foundation Modules 1 and 2 in Safeguarding with Surrey Safeguarding 

Partners. They both attend updates every 2 years with Surrey Early Years, their photographs are 

on the main noticeboard in the hallway. 

• We ensure all staff are trained to understand our safeguarding policies and procedures and 

that parents are made aware as well 

• All staff have an up to date knowledge and share with staff after training 

• All staff are asked to sign a declaration of safeguarding and notify management of any 

changes in their circumstances 

3.4 Safeguarding and Welfare Requirement: Child Protection  

Providers must have and implement a policy and procedures to safeguard children. The 

safeguarding policy and procedures must include the action taken in the event of an allegation 

being made against a member of staff and cover the use of mobile phones and cameras in the 

setting 



• We provide adequate and appropriate staffing resources to meet the needs of the children 

• Applicants for posts within the setting clearly state that positions are exempt from the 

Rehabilitation of Offenders Act 1974 

• Candidates are informed of the need to carry out “enhanced disclosure” checks with the 

Disclosure and Barring service before posts can be confirmed. Where applications are 

rejected because of information obtained, applicants have the right to know and to 

challenge incorrect information. 

• We abide by Ofsted requirements in respect of references and checks for staff and 

volunteers, to ensure that no disqualified person or unsuitable person works at the setting 

or has access to the children 

• Volunteers do not work unsupervised 

• We record information about staff qualifications and the identity checks and vetting 

processes that have been completed including: The Disclosure and Barring Service 

disclosure number, date the disclosure was obtained and details of who obtained it 

• All staff are made aware at regular supervisions, appraisals and at policy changes that they 

have a duty to inform the setting or the Local Authority Designated Officer for Safeguarding 

(LADO) if they:  

Have you been involved with the Police such as interviewed, questioned, subject to a   

court order, bound-over, received a reprimand, warning, cautioned or convicted before          YES/NO 

or during your employment at this setting?        

                   

                    

Do you have parental responsibility for a child who is being assessed or who has 
been? 
    

placed on a Child Protection Plan under Section 47 of the Children Act1989?    YES/NO 

                    

Do you have a medical condition that could affect your ability to work with children?   YES/NO 
 
Are you taking any medication or any other substances on a regular basis?     YES/NO 

 

• Staff and volunteers are given induction training that includes Safeguarding procedures 

• Staff are made aware of our settings Code of Conduct and Achieving Positive Behaviour 

policy 

• Supervisions are carried out termly or as necessary  

• We abide by the Safeguarding Vulnerable Groups Act (2006) requirements in respect of 

any person who is dismissed from our employment or resigns in circumstances that would 

otherwise have led to dismissal for reasons of a child protection concern. 

• We have procedures for recording the details of visitors to the setting. 



• We take security steps to ensure that we have control over who comes into the setting so 

that no unauthorised person has unsupervised access to the children. 

• We take steps to ensure children are not photographed or filmed on video for any other 

purpose than to record their development or their participation in events organised by us. 

Parents sign a consent form and have access to records holding visual images of their 

child. 

• We have an E-Safety policy to include social networking. 

Disclosure and Barring Service referral process: 

We as a setting are under a legal duty to notify the Disclosure and Barring Service (DBS) 

so that individuals who pose a threat to vulnerable groups can be identified and barred from 

working with these groups. If we dismiss or remove a member of staff or volunteer from 

working with children because they have harmed or may have harmed a child, we have a 

legal duty to inform the DBS. If a member of staff resigns during the investigation or before 

they are dismissed, we must still inform the DBS. A setting that knowingly employs 

someone who is barred is breaking the law. Contact details for the DBS are: 

03000 200 190  www.gov.uk/dbs  customerservices@dbs.gsi.gov.uk  

Jacqueline Jackson is responsible for carrying out checks and is registered with Capita to 

do so. 

Whistleblowing 

Whistleblowing is an important aspect of safeguarding where staff, volunteers and students 

are encouraged to share genuine concerns about a colleague’s behaviour. The behaviour 

may not be child abuse but they may not be following the Code of Conduct or could be 

pushing the boundaries beyond normal limits. All staff, volunteers and students are made 

aware of and follow the settings Whistleblowing policy and procedures that should show 

step by step escalation process to include line management. If the concern is about a 

senior member of staff then the concern can be raised with Ofsted via their Whistleblowing 

Hotline. 

Ofsted Whistleblowing Hotline 0300 123 3155 www.ofsted.gov.uk 

Public concern at work (PCaw Whistleblowing charity) Tel: 02074046609 

helpline@pcaw.co.uk  

Where abuse is suspected we follow the procedure for reporting any other child protection 

concerns. The views of the young person will always be taken into account, but the setting 

may override the young person’s refusal to consent to share information if it feels that it is 

necessary to prevent a crime form being committed or intervene where one may have 

been, or to prevent harm to a child or adult. Sharing confidential information without 

consent is done only where not sharing it could be worse than the outcome of having 

shared it. 

http://www.gov.uk/dbs
mailto:customerservices@dbs.gsi.gov.uk
http://www.ofsted.gov.uk/
mailto:helpline@pcaw.co.uk


Concerns about the safeguarding and well-being of  

a child / young person 0-19 years 

If we have any concerns regarding the safety of a young child / person we contact: 

Surrey Children's SPA (THE SINGLE POINT OF ACCESS) 

0300 470 9100 based on Floor 5 Guildford Police Station, to make a consultation or a referral. 

Email: csmash@surreycc.gov.uk 

Secure email: csmash@surreycc.gcsx.gov.uk or Egress 

Emergency Duty Team: 01483 517898 

Surrey Police; 101 or 999 in an emergency 

If in our professional opinion as the DSL or DDSL we feel the child’s needs can be met through an 

Early Help Assessment then we will contact the Early Help Hub: 

 01737 733944, earlyhelphubse@surreycc.gov.uk 

Recording suspicions of abuse and disclosures 

• Where a child makes comments to a member of staff that give cause for concern 

(disclosure), or a member of staff observes signs or signals that give cause for concern, 

such as significant changes in behaviour; deterioration in general well-being; unexplained 

bruising, marks or signs of possible abuse or neglect; that member of staff: 

- listens to the child, offers reassurance and gives assurance that she or he will take action; 

- does not question the child; 

- makes a written record that forms an objective record of the observation or disclosure that 

includes: the date and time of the observation or the disclosure; the exact words spoken by 

the child as far as possible; the name of the person to whom the concern was reported, with 

the date and time; and the names of any other person present at the time. 

• These records are signed and dated and kept in the child’s personal file, while is kept 

securely and confidentially. 

• The member of staff acting as the ‘designated person’ is informed of the issue at the 

earliest opportunity. 

• Where the Local Safeguarding Partners stipulates the process for recording and sharing 

concerns, we include those procedures alongside this procedure and follow the steps set 

down by the Local Safeguarding Partners. 

 

mailto:csmash@surreycc.gov.uk
mailto:csmash@surreycc.gcsx.gov.uk
mailto:earlyhelphubse@surreycc.gov.uk


Making a referral to the local authority children’s social care team 

• We use the Surrey Children’s Services Request for support form for recording 

concerns and making a referral. This is based on ‘What to do if you’re worried a 

child is being abused’ (HMG 2015), 

www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-

being-abused. 

• We keep a copy of this document alongside the procedures for recording and 

reporting set down by Surrey Safeguarding Partners. 

Informing parents 

• Parents are normally the first point of contact. We discuss concerns with parents 

to gain their view of events, unless we feel this may put the child in greater 

danger. 

• We inform parents when we make a record of concerns in their child’s file and 

that we also make a note of any discussion we have with them regarding a 

concern. 

• If a suspicion of abuse warrants referral to social care, parents are informed at 

the same time that the referral will be made, except where the guidance of SPA 

does not allow this, example, where it is believed that the child may be placed in 

greater danger. 

• This will usually be the case where the parent is the likely abuser. In these cases 

the social workers will inform parents.  

 

Responding to suspicions of abuse 

 We acknowledge that abuse of children can take different forms - physical, emotional, and sexual, 

as well as neglect. 

When children are suffering from physical, sexual or emotional abuse, or experiencing neglect, 

this may be demonstrated through:  

-  significant changes in their behaviour; 

-  deterioration in their general well-being; 

- their comments which may give cause for concern, or the things they say 

 (direct or indirect disclosure); 

- changes in their appearance, their behaviour, or their play; 

- unexplained bruising, marks or signs of possible abuse or neglect; and 

- any reason to suspect neglect or abuse outside the setting.  

http://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused
http://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused


- We take into account factors affecting parental capacity, such as social exclusion, domestic 

violence, parent’s drug or alcohol abuse, mental or physical illness or parent’s learning 

disability.  

• We are aware of other factors that affect children’s vulnerability such as, abuse of disabled 

children; fabricated or induced illness; child abuse linked to beliefs in spirit possession; 

sexual exploitation of children, such as through internet abuse; and Female Genital 

Mutilation; that may affect, or may have affected, children and young people using our 

provision. 

• We also make ourselves aware that some children and young people are affected by gang 

activity, by complex, multiple or organised abuse, through forced marriage or honour-based 

violence or may be victims of child trafficking. While this may be less likely to affect young 

children in our care, we may become aware of any of these factors affecting older children 

and young people who we may come into contact with. 

• Where we believe that a child in our care or that is known to us may be affected by any of 

these factors we follow the procedures below for reporting child protection concerns. 

• Where such evidence is apparent, the child's key person makes a dated record of the 

details of the concern and discusses what to do with the member of staff who is acting as 

the 'designated person'. The information is stored on the child's personal file. 

• We are aware of recording bruising or suspicious marks on a child, who is not 

independently mobile. (NIM) means a child who is not yet crawling, bottom shuffling, pulling 

to stand, cruising or walking independently. It also includes babies under the age of 6 

months even if they are rolling and ALL children with significant disabilities resulting in 

immobility. We will follow the flow chart specific to this. 0300 470 9100  

• We refer concerns to the local authority children’s social care department, Surrey 

Children's SPA (THE SINGLE POINT OF ACCESS) 0300 470 9100 and co-operate fully 

in any subsequent investigation. NB in some cases this may mean the Police or another 

agency identified by SPA. 

• We take care not to influence the outcome either through the way we speak to children or 

by asking questions of children. 

• We take account of the need to protect young people aged 16-19 as defined by the 

Children Act 1989. This may include students or school children on work placement, young 

employees or young parents.  

 

 

 



Liaison with other agencies  

 We work within the SSCB guidelines. 

 We have the current version of 'What to do if you’re worried a child is being abused' 

available for parents and staff and ensure that all staff are familiar with what they need to 

do if they have concerns. 

 We have procedures for contacting the local authority regarding child protection issues; 

including maintaining a list of names, addresses and telephone numbers of social workers, 

to ensure that it is easy, in any emergency, for the setting and children's social care to work 

well together. 

 We notify the registration authority (Ofsted) of any incident or accident and any changes 

in our arrangements which may affect the well-being of children or where an allegation of 

abuse is made against a member of staff (whether the allegations relate to harm or abuse 

committed on our premises or elsewhere). Notifications to Ofsted are made as soon as is 

reasonably practicable, but at the latest within 14 days of the allegations being made.  

Ofsted Complaints and reporting an allegation against a member of staff: 0300 123 4666 

 Contact details for the local National Society for the Prevention of Cruelty to Children 

(NSPCC) are also kept. NSPCC  www.nspcc.org.uk  0808 800 5000  

Allegations made against a member of staff, student or volunteer 

 We ensure that all parents know how to complain about the behaviour or actions of staff 

or volunteers within the setting, or anyone living or working on the premises occupied by 

the setting, which may include an allegation of abuse. 

 We respond to any inappropriate behaviour displayed by members of staff or any other 

person working with the children, which includes: - inappropriate sexual comments; - 

excessive one-to-one attention beyond the requirements of their usual role and 

responsibilities, or inappropriate sharing of images. 

 We follow the guidance of the Surrey Safeguarding Partners when responding to any 

complaint that a member of staff or volunteer within the setting, or anyone living or working 

on the premises occupied by the setting, has abused a child. 

 We respond to any disclosure by children or staff that abuse by a member of staff or 

volunteer within the setting, or anyone living or working on the premises occupied by the 

setting, may have taken, or is taking place, by first recording the details of any such alleged 

incident. 

           

 

  



 We refer any such complaint immediately to the LADO to investigate:  

LADO Team (concerns about adults working with children and young people) 

0300 123 1650  Select option 3 Email: LADO@surreycc.gov.uk  

  

Supporting Children’s Team named person (for allegations against adults working with 

children and young people) Sue Monk 

01372 833826  sue.monk@surreycc.gov.uk, please use Egress for confidential information  

  

Registered providers must inform Ofsted of any allegations of serious harm or abuse by any 

person living, working at or looking after children on the premises (whether the allegations 

refer to harm or abuse committed at the premises or elsewhere). Providers must also notify 

Ofsted of the action taken in respect of the allegation. It is good practice to ring / email 

Ofsted within 24 hours of the allegation being made and to follow this up in writing or email 

no later than 14 days. A registered provider who, without reasonable excuse, fails to comply 

with this requirement, commits an offence. It is the responsibility of the owner / setting 

manager to gather information where an allegation has been made against a member of 

staff not the DSL. 

• We also report any such alleged incident to Ofsted, as well as what measures we have 

taken. We are aware that it is an offence not to do this. 

• Ofsted 

Piccadilly Gate, Store Street, Manchester, M1 2WD 

Tel: 0300 123 1231 – General Helpline 

Tel: 0300 1234 666 –To report an allegation against a member of staff or volunteer 

• We co-operate entirely with any investigation carried out by children’s social care in 

conjunction with the police. 

• Where the management team and children’s social care agree it is appropriate in the 

circumstances, the owner will suspend the member of staff on full pay, or the volunteer, for 

the duration of the investigation. This is not an indication of admission that the alleged 

incident has taken place, but is to protect the staff, as well as children and families 

throughout the process.  

 Disciplinary action Where a member of staff or volunteer has been dismissed due to 

engaging in activities that caused concern for the safeguarding of children or vulnerable 

adults, we will notify the DBS of relevant information, so that individuals who pose a threat 

to children (and vulnerable groups) can be identified and barred from working with these 

groups. DBS: 03000 200 190 for referrals. 

 

mailto:sue.monk@surreycc.gov.uk


Use of mobile phones and cameras 

Personal Mobile Phones 

• Personal mobile phones belonging to members of staff are placed in the office. 

• In the event of an emergency, personal mobile phones may be used in the privacy of the 
office, with permission from the manager.  

• Members of staff ensure that the telephone number of the setting is known to immediate 
family and other people who need to contact them in an emergency. 

• If members of staff take their own mobile phones on outings, for use in the case of an 
emergency, they must not make or receive personal calls as this will distract them. 

• Members of staff will not use their personal mobile phones for taking photographs of 
children on outings, we have setting cameras for photographs. 

• Parents and visitors are requested not to use their mobile phones whilst on the premises. 
There is an exception if a visitor’s company or organisation operates a lone working policy 
that requires contact with their office periodically throughout the day. Visitors will be advised 
of a quiet space where they can use their mobile phone, where there are no children 
present. 

Cameras and videos 

• Members of staff must not bring their own cameras or video recorders into the setting. 

• Photographs and recordings of children are only taken to record a child’s learning and 
development, or for displays within the setting, SIM cards are kept at the Manager’s home, 
pictures and videos are deleted from the SIM cards after printing. 

• Photographs or recordings of children are only taken on equipment belonging to the setting. 

• Camera and video use is monitored by the setting manager. 

• Where parents request permission to photograph or record their own children at special 
events, permission will first be gained from all parents for their children to be included. 

• Photographs and recordings of children are only taken of children if there is written 
permission to do so (found on the individual child’s Registration Form). 
 
PREVENT DUTY 
From July 2015 all schools, registered early years providers and registered later years’ 
childcare providers are subject to a duty under section 26 of the Counter Terrorism and 
Security Act 2015, in the exercise of their functions, to have – “due regard to the need to 
prevent people from being drawn into terrorism” 

 

Legal Framework: 

Children and Social Work Act 2017                                            Sexual Offences Act (2003)                                                   

Counter Terrorism and Security Act 2015                                   Education Act 2002                               

Equalities Act (2010)                                                                   Protection of Children Act (1999)                                              

Education and Skills Act 2008                                                    Data Protection Act (1998)          

Safeguarding Vulnerable Groups Act (2006)                              Education Act 1996   

Childcare Act 2006                                                                      Children Act (1989 s47) 

Children Act 2004 

Surrey Safeguarding Partners have online training for: child trafficking – female genital mutilation – 
domestic abuse within the household – child sexual exploitation and grooming – forced marriage – 
honour based violence. www.surreyscb.org.uk/sscb-multi-agency-training-programme/e-learning/ 
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