
 
Safeguarding children, young people and 
vulnerable adults 

Statement of Intent 

At Tiny Toez pre-school our prime responsibility is the welfare and well-being of all children in our 
care and as such we firmly believe that we have a duty to the children, parents/carers and staff to 
act quickly and responsibly in any instance that may come to our attention. 
To safeguard children and promote their welfare we will: 

• Create an environment to encourage children to develop a positive self-image 
• Encourage children to develop a sense of independence and autonomy in a way that is 

appropriate to their age and stage of development 
• Provide a safe and secure environment for all children 
• Always listen to children. 
• Share information with other agencies as appropriate. 

The legal framework for this policy is based on the Children Act 2004 and statutory guidance 
‘Working together to safeguard children’ (July 2018) and ‘Prevent duty guidance for England and 
Wales’ (revised July 2015). 

Aims 
• Ensure that children are never placed at risk while in the charge of pre-school staff 
• Ensure that confidentiality is maintained at all times 
• Ensure that all staff are alert to the signs of abuse, understand what is meant by child 

protection and are aware of the different ways in which children can be harmed including by 
other children i.e. bullying, discriminatory behaviour 

• Ensure that all staff are familiar and updated regularly with child protection issues and 
procedures 

• Ensure parents are fully aware of child protection policies and procedures when they register 
with the pre-school and are kept informed of all updates when they occur. To keep the child at 
the centre of all we do 

• Regularly review and update this policy with staff and parents where appropriate. 

Our setting will work with children, parents, external agencies and the community to ensure the 
welfare and safety of children and to give them the very best start in life. Children have the right to 
be treated with respect and to be safe from any abuse in whatever form. 

Definition of safeguarding 

In relation to children and young people, safeguarding and promoting their welfare is defined in 
‘Working together to safeguard children’ (July 2018) as: 

• Protecting children from maltreatment 
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• Preventing impairment of children’s health or development 

• Ensuring that children are growing up in circumstances consistent with the provision of safe 
and effective care 

• Taking action to enable all children to have the best outcomes. 

Safeguarding is a much wider subject than the elements covered within this single child 
protection policy, therefore this document should be used in conjunction with the other pre-
school policies and procedures. 

Safeguarding action may be needed to protect children and learners from: 

• Physical abuse, Sexual abuse, Emotional abuse and Neglect 
• Bullying, including online bullying and prejudice-based bullying 
• Racist, disability and homophobic or trans phobic abuse 
• Gender-based violence/violence against women and girls 
• Radicalisation and/or extremist behaviour 
• Child sexual exploitation and trafficking 
• The impact of new technologies on sexual behaviour, for example sexting 
• Teenage relationship abuse 
• Substance misuse 
• Issues that may be specific to a local area or population, for example gang 
• Activity and youth violence 
• Domestic violence 
• Female genital mutilation 
• Forced marriage 
• Fabricated or induced illness 
• Poor parenting, particularly in relation to babies and young children 
• Other issues not listed here but that pose a risk to children, young people and vulnerable 

adults. 

Please refer to the document ‘what to do if you’re worried about a child being abused’ (March 2015) 
for further information. 

Types of abuse 

Physical Abuse
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Abusive Action 
Hitting. Slapping. Pushing. Kicking. 
Misuse of medication, shaking, 
throwing, poisoning, burning or 
scalding, drowning, suffocating

Signs and Symptoms 
Series of unexplained falls or major injuries. Injuries/
bruises at different stages of healing. Bruising in unusual 
sites e.g. inner arms, thighs. Bruises and welts on body, 
face, upper arm, shoulders and neck, consistent with 
gripping. Fingertip bruising/finger marks. Fractures or 
sprains, particularly spiral fractures. Abdominal injuries. 
Head injuries. Burns or scalds, especially cigarette burns 
or burns caused by lengthy exposure to heat. Bite marks. 
Swelling and lack of normal use of limbs. Untreated 
injuries. Any serious injury with no, an inconsistent or 
conflicting explanation. 

Sexual Abuse

Abusive Action 
The activities may involve physical 
contact, including penetrative or  
non-penetrative acts. They may include 
involving children in looking at, or in 
the production of, pornographic 
material, or encouraging children to 
behave in sexually inappropriate ways.

Signs and Symptoms 
Damage to genitalia, anus or mouth. Sexually transmitted 
disease. Unexpected pregnancy in very young girls. 
Soreness in genital area, anus or mouth. Unexplained 
recurrent urinary tract infections and discharges or 
abdominal pain. Bruising around genitalia area. 

  

Emotional Abuse

Abusive Action 
Is the persistent emotional ill-
treatment of a child such as to cause 
severe and persistent adverse effects 
on the child’s emotional development. 
It may involve conveying to children 
that they are worthless or unloved, 
inadequate, or valued only insofar as 
they meet the needs of another 
person, age or developmental ly 
inappropriate expectations being 
imposed on children, causing children 
frequently to feel frightened, or the 
exploitation or corruption of children. 
It also covers exposing children to 
witnessing domestic violence.

Signs and Symptoms 
Acceptance of excessive punishment. Over reaction to 
mistakes. Continual self deprecation. Sudden speech 
disorders. Fear of new situations. Behaviour such as 
rocking, hair twisting and thumb sucking. Self-mutilation. 
Fear of parents being contacted. Extremes of passivity or 
aggression. Drug solvent abuse. Running away. Compulsive 
stealing, scavenging.

Neglect
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We take into account factors affecting parental capacity, such as social exclusion, domestic violence, 
radicalisation, 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 that may affect, or may have 
affected, children and young people using our provision, 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; radicalisation or extremism. 
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. 

Female Genital Mutilation (FGM)  
It is essential that staff members are aware of FGM practices and the need to look for signs, 
symptoms and other indicators of FGM.  

What is FGM? 

Abusive Actions 
Is the persistent failure to meet a 
c h i l d ’ s b a s i c p h y s i c a l a n d / o r 
psychological needs, likely to result in 
the serious impairment of the child’s 
health or development, such as failing 
to provide adequate food, shelter and 
c l o t h i n g , o r n e g l e c t o f , o r 
unresponsiveness to, a child’s basic 
emotional needs.

Signs and Symptoms 
Constant hunger. Constant tiredness. Frequent lateness or 
non-attendance. Destructive tendencies. Low self-esteem. 
No social relationships. Running away. Compulsive stealing 
or scavenging 

There are four main categorise of abuse: physical abuse, emotional abuse, sexual abuse and neglect. 
Each has its own specific warning indicators, which you should be alert to. ‘Working together to 
safeguard children’ (July 2018) statutory guidance sets out full descriptions. 
Further information can be found at ‘DCSF publication - What to do if you’re worried a child is 
being abused (March 2015) www.gov.uk/what_to_do_if_youre_worried_a_child_is_being_abused’  
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It involves procedures that intentionally alter/injure the female genital organs for non-medical 
reasons. 

Signs of FGM 
Signs that may indicate a child has undergone FGM: 

• Prolonged absence from pre-school and other activities 
• Behaviour change on return from a holiday abroad, such as being withdrawn and appearing 

subdued 
• Bladder or menstrual problems 
• Finding it difficult to sit still and looking uncomfortable 
• Complaining about pain between the legs 
• Mentioning something somebody did to them that they are not allowed to talk about 
• Secretive behaviour, including isolating themselves from the group 
• Reluctance to take part in physical activity 
• Repeated urinal tract infection 
• Disclosure 

▪ All staff must report any long term absences or any suspicions of FGM to the setting Child 
protection officer.  

▪ We are aware of the mandatory duty that applies to teachers, including early years practitioners, 
and health workers to report cases of Female Genital Mutilation to the police. 

Prevent Strategy 
From 1 July 2015 all schools, registered early years childcare providers and registered later years 
childcare providers (referred to in this advice as ‘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”. 
We have a duty of care to children and staff to prevent people from being drawn into terrorism if we 
suspect the following: 

• If we observe behaviour of concern, a typical example of this could be if a young child told 
their teacher that at a religious school, or a madrassah, it teaches them that non-Muslims are 
‘wicked’, or if a child made anti-Semitic comments in front of a pre-school worker. 

• Practitioners will challenge negative attitudes and stereo types 
• We will actively promote positive values of equality, tolerance and respect for others 

If you have any concern about a child in our care or their family, or a member of staff, you must 
follow the normal safeguarding procedures, including discussing the concern with your Setting 
Safeguarding Officer. 

Roles and Responsibilities 

Individual – It is up to every individual to take responsibility when working with children to observe, 
record and report any concerns they may have regarding a child protection issue to the setting’s child 
protection officer. It is also the individual’s responsibility to contact EHH (Early Help Hounslow) 
Duty Desk on 020 8583 6600 if they feel that a child is at risk and the settings designated child 
protection officer has not responded appropriately. If there is an immediate need to secure the 
safety of the child, call the Police on 999. 
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Child Protection Officers – At Tiny Toez Pre-School we have 2 Designated Safeguarding Leads who 
are responsible for overseeing all aspects of child protection, they are Preya Shienh and Zoey 
Barnicoat. In the absence of both, the Deputy Manager, Lucianna Picetskei is also qualified, trained 
and able to support with any safeguarding issues. We ensure that we have senior managers who 
demonstrate leadership, be informed about, and take responsibility for the actions of their staff 
who are providing services to children and their families. We have a named manager at senior 
management level to champion the importance of safeguarding and promote the welfare of children 
throughout the organisation. These individuals are responsible for ensuring their staff safeguard and 
promote the welfare of children, this would include ensuring the children are listened to 
appropriately and concerns expressed about their or any other child’s welfare are taken seriously and 
responded to in an appropriate manner. 

Social Care Team – If you suspect ill treatment of a child or young person you can call Early Help 
Hounslow on 020 8583 6600. Out of hours (after 5pm weekdays or weekends) call 020 8583 2222 
and ask to speak to the duty social worker. You can also make contact via email on 
earlyhelp@hounslow.gov.uk or childrenssocialcare@hounslow.gov.uk. You may be requested to 
complete the Child and Family Assessment/Notification Form (CFAN) format which contains 
procedures for making a referral to the local children's social care team.  We keep a copy of this 
document alongside the procedures for recording and reporting set down by our Local Safeguarding 
Children Board. A copy of the CFAN form can be found within the Safeguarding Section (section 1) in 
the setting Operational Plan Folder.  

Once you have made a referral, a social worker should respond within one working day informing you 
what further action they have decided to take. You should be prepared to contribute to discussions 
by providing information and agreeing what action is required. 

NSPCC – you are also able to contact NSPCC (National Society for the Prevention of Cruelty to 
Children) on their helpline on 0808 800 5000 or by email at help@nspcc.org.uk. 

In addition to this, you are also able to contact the Local Authority Advisor, Claudia Rodrigues, on 
07973 902977 for further support and guidance or if unable to contact, Jan Milstead can also be 
contacted on 07507 686254. 

Local Safeguarding Children’s Board (LSCB) – Gather all information and keep records on file. 

Occasionally situations arise when workers within one agency feel that the actions, inaction or 
decisions of another agency do not adequately safeguard a child. Disagreements are most likely to 
arise around: 
• Levels of need/thresholds 
• Roles and responsibilities 
• Progressing plans 
• Communication 

In these situations, the following escalation process should be followed. The appendix at the end of 
this policy also has key contacts which can be used in this situation. 
Stages of the policy 
Professionals should attempt to resolve differences through discussion within ONE WORKING 
WEEK or a timescale that protects the child from harm 
(whichever is shortest) 
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Stage One – involving your line manager 

Any worker who feels that a decision is not safe or is inappropriate should initially consult a 
supervisor/manager to clarify their thinking in order to identify the problem, to be specific as to 
what the disagreement is about, and to identify the desired outcome. 

Stage Two – involving the worker from other agency/service 

The people who disagree have a discussion to resolve the problem. This discussion must take place as 
soon as possible and could be a telephone conversation or a face to face meeting. There may be 
instances where disparity in perceived status or experience may inhibit the ability of some workers 
to resolve the disagreement without support. In such cases, all details of any conversation should be 
recorded on a record of communication form. 

Stage Three – escalate line manager to line manager 

If the problem is not resolved at stage two the worker should contact their setting manager within 
their setting who should have a discussion with the equivalent supervisor/manager in the other 
agency. 

Stage Four – escalate to named/designated safeguarding leads or senior operational manager 

If the problem is not resolved at stage three the setting manager reports to their director or 
designated safeguarding officer. These two managers must attempt to resolve the professional 
differences through discussion. 

Stage Five – resolution by Local Safeguarding Board (LSCB) Chaired meeting  

Operational issues must be resolved by the agencies identified directly involved in the case. When a 
resolution has not been achieved at stage four, the Chair of the LSCB should be approached to 
identify a Board member from an uninvolved agency to chair a meeting of the most senior managers 
with operational responsibility for the case. This meeting will review the issues at hand and provide a 
final opportunity for the involved agencies to ensure that there is a full understanding of the issues 
before the decision is finalised. 
The Chair of this meeting will then report on issues arising from this process to the Serious Case 
Review Sub Committee of the LSCB.  
All professionals have a duty to act assertively and proactively to ensure that a child’s welfare is the 
paramount consideration in all professional activity. Therefore, all professionals must challenge the 
practice of other professionals where they are concerned that this practice is placing children at 
risk of harm.   

Resolution should be sought within the shortest timescale possible to ensure the child is protected. 
Disagreements should be resolved at the lowest possible stage however… 
If a child is thought to be at risk of immediate harm, the designated safeguarding lead in your 
agency should be informed immediately. The designated safeguarding lead will inform Hounslow 
Head of Safeguarding of the concerns. 

Additional contacts that may be useful during the escalation process 
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The Safeguarding and Quality Assurance Manager: 
Petra Kitchman is Line Manager for Safeguarding Advisor 
Tel: 0208 583 6054 
Mobile: 07976 702103 Email petra.kitchman@hounslow.gov.uk 

The Head of Safeguarding & Quality Assurance: 
Lara Wood Tel: 0208 583 3059 
Email: lara.wood@hounslow.gov.uk 

The Review & Quality Assurance Manager: 
Paul Andrews is Line Manager for Independent Reviewing Officers 
Tel. 020 8583 3090 Email: paul.andrews@hounslow.gov.uk 
Important additional notes: 

At all stages of the process actions and decisions must be recorded in writing and shared with 
relevant personnel, to include the worker who raised the initial concern. 
This must include written confirmation between the parties about an agreed outcome of the 
disagreement and how any outstanding issues will be pursued. 
If the process highlights gaps in policies and procedures this must be brought to the attention 
of the chair of the LSCB. 

Safeguarding Advice and Allegations Management (SAAM) – For general safeguarding advice (i.e. 
not about a specific child or family), to discuss a concern about the conduct of a person working (a 
person working with children and young people includes all those employed to work with children and 
young people, regardless of the setting or nature of the organisation or employment status as well as 
those acting in a voluntary capacity or in any other position of responsibility for children and young 
people) with children and young people or to report a safeguarding allegation in respect of a person 
working with children and young people contact the SAAM Duty Desk: 
SAAM Duty Desk: 020 8583 5730 
The SAAM Duty Desk is the first point of contact for the Local Authority Designated Officer 
(LADO). Please do not ring the LADO directly with new enquiries. 
New referrals / all new enquiries to the LADO should be made through the Safeguarding Advice and 
Allegations Management (SAAM) duty system: 
Tel: 0208 583 5730  
Email: lado@hounslow.gov.uk 
The SAAM Duty Desk will aim to respond within one working day of receiving the referral. 

Local Authority Designated Officer (LADO) - The Local Authority Designated Officer (LADO) 
deals with all allegations made against a member of staff or volunteer and can be contacted on 020 
8583 2565.  
For all LADO referrals, a LADO referral form (this can be found within the Safeguarding section – 
section 1 within the Ops Plan Folder) will need to be completed and emailed to lado@hounslow.gov.uk 
They record details in depth and assess the situation. Strategy meetings are arranged with a variety 
of professionals to discuss outcomes. They provide support and guidance to all parties involved. The 
LADO should be informed of any follow up action that has been taken as advised by the SAAM Duty 
Desk.  
The Out of Hours Emergency Duty Team Number for Social Care is 0208 583 2222. 
The safeguarding adviser covering LADO duties is Matilde Enriquez and can be contacted in the 
following ways: 
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matilde.enriquez@hounslow.gv.uk 
Tel: 0208 583 2565 

Ofsted should be informed following guidance from the LADO within 14 days they can be contacted 
on 0300 123 1231. 

Recording suspicions of abuse and disclosures 
Should you have any concerns about a child or their family please complete the record of concern 
form which can be found in the operational file and contains the following details. Once completed 
please share immediately with the setting child protection officer. 

• Child's name 
• Child's address 
• Date of birth of child 
• Date and time of the observation or the disclosure 
• Exact words spoken by the child 
• Exact position and type of injuries or marks seen 
• Exact observation of an incident including any other witnesses 
• Name of the person to whom the concern was reported, with date and time; and the names of 

any other person present at the time. 
• Any discussion held with the parent(s) (where deemed appropriate). 

These records should be signed by the person reporting this and the child protection officer, dated 
and kept in the child’s personal file and stored in a secure location. 
Where the Local Safeguarding Children Board 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 Children Board. 

There is a written plan in place that has clear and agreed procedures to protect a child. For children 
who are the subject of a child in need plan or child protection plan or who are looked after, the plan 
identifies the help that the child should receive and the action to be taken if a professional working 
with the child has further concerns or information to report. 

Should a child come into pre-school with an injury, it is recorded on our Existing Injuries Form, and if 
necessary a healthcare plan and/or a risk assessment is completed. All existing injuries are monitored 
by the Manager for safeguarding reasons. The Existing Injuries Form records details such as the 
type of injury, location of injury and how and when the injury occurred. It will also ask for details of 
any medical attention sought as a result of the injury and any precautions that need to be taken at 
pre-school.  

If a child starts to talk to an adult about potential abuse it is important not to promise the child 
complete confidentiality. This promise cannot be kept. It is vital that the child is allowed to talk 
openly and disclosure is not forced or words put into the child’s mouth. As soon as possible after the 
disclosure it is vital details are logged down accurately. 

We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol problems and 
consider other factors affecting parental capacity and risk, such as social exclusion, domestic 
violence, radicalisation, mental or physical illness and parent’s learning disability. 
We are aware that children’s vulnerability is potentially increased when they are privately fostered 
and when we know that a child is being cared for under a private fostering arrangement, we inform 
our local authority children’s social care team. 
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Behaviour Protocol 
At Tiny Toez we have a behaviour policy in place that also includes a guide on how to manage difficult 
behaviour. 
We keep a record of any physical intervention that has to be used to prevent a child from harming 
themselves or others. 
These policies are put in place to support staff when dealing with difficult behaviour. 
Staff attend behaviour training to support individual needs. 
Staff make clear risk assessments and respond consistently to protect children while enabling them 
to take age-appropriate and reasonable risks as part of their growth and development. 

Allegations against staff  
If an allegation is made against a member of staff or volunteer, we will follow the HM Government 
guidance in ‘Working together to safeguard children’, (2018)’ The allegation should be reported to the 
settings child protection officer. If this person is the subject of the allegation, then this should be 
reported to the deputy manager instead. If an allegation is against a member of the senior 
management team then the staff member must contact LADO. 
In the event of an allegation being made against a member of staff the following procedure will take 
place. 

• The person reporting the concern will complete a record of concern for staff form. 
• The person reporting the allegation will contact the Safeguarding Advice and Allegations 

Management (SAAM) Duty desk immediately and they can be contacted on 020 8583 5730. 
The SAAM Duty Desk is the first point of contact for the local authority Designated Officer 
(LADO).  

• The person reporting the allegation will contact the LADO to feedback on actions taken after 
following through with the advice given by the SAAM desk and the LADO can be contacted on 
0208 583 2565 (Out of Hours Emergency Duty Team Number for Social Care 0208 583 2222) 

• If the LADO is unavailable, then the Social Care Team is to be informed by calling 0208 583 
6600. If you are calling out of hours, then the contact number above is to be used. 

• The LADO will decide the next course of action to be taken and the setting will follow any 
advice given by them. 

• Under NO CIRCUMSTANCES will the setting conduct an internal investigation unless 
specified to do so by the SAAM duty desk or the LADO. 

The allegation MUST be reported to Ofsted on 0300 123 1231 within 14 days. Ofsted will need to be 
informed of what action has been taken. They do not need to know what allegation has been made. 

Confidentiality 
All suspicions and investigations are kept confidential and shared only with those who need to know. 
Any information is shared under the guidance of the local safeguarding children’s board. 

Partnership Working 
As a setting we work closely alongside other professionals and multi-agencies. Information is shared 
on a need to know basis with the correct people. 
Parents/carers may be informed if the incident is not of further danger to the child. We endeavour 
to work closely with our parents/carers to provide support and guidance if an allegation is made. 

Information Sharing 
“The Data Protection Act 2003 and Human Rights Act 1998 is not a barrier to sharing information 
but provides a framework to ensure that personal information is shared appropriately” (HMG 2008) 

!  10



All information shared is in accordance with the Data Protection Act 2003 and Human Rights Act 
1998. 
We at Tiny Toez recognise that parents/carers have a right to know that information they share will 
be regarded as confidential as well as being informed about the circumstances, and reasons, when we 
are obliged to share information. 
We are obliged to share confidential information without authorisation from the person who provided 
it or whom it relates to when it is in the public’s interest. That is when; 

• It is to prevent a crime from being committed or intervene where one may have been or to 
prevent harm to a child or adult; or 

• Not sharing it could be worse than the outcome of having shared it. 

The decision should be made by the management team and director. The three critical criteria are; 
• Where there is evidence that the child is suffering, or is at risk of suffering significant harm. 
• Where there is reasonable cause to believe that a child may be suffering or at risk of 

suffering significant harm. 
• To prevent significant harm arising to children and young people or serious harm to adults, 

including the prevention, detection and prosecution of serious crime. 

Tiny Toez also has a separate information sharing policy which supports this statement and the staff. 

Recruitment and Screening 
All staff working at Tiny Toez are committed to providing high quality care for the children.  Every 
member of staff is suitable for his/her responsibilities or role within the setting and their primary 
concern is for the well-being and safety of the children. 
Staff working with children are carefully selected and vetted according to statutory requirements. 
There is monitoring to prevent unsuitable people from being recruited and having the opportunity to 
harm children or place them at risk. 

The setting will therefore not allow an adult to be left alone with a child who has not received their 
enhanced DBS check. Two references are obtained and screened prior to employment to ensure that 
any information relating to the unsuitability of working with children is received.  
In the event of documentation being delayed or not present, no staff will be left unsupervised until 
this documentation has been sought after. 

We operate a condition of employment where by all employees who have a DBS enhanced disclosure in 
place are registered with the DBS automatic update service. They are also required to declare that 
they will ensure their registration remains valid at all times. All employees are required to confirm 
their suitability to work with children at the end of each supervision meeting and any changes will 
result in appropriate action being taken under the Childcare Act 2006 to ensure anyone unsuitable is 
not working directly with the children. 

As the DBS cannot currently access criminal records held overseas, successful job applicants who 
have lived outside of the UK for more than six months in the past five years will need to obtain a 
Certificate of Good Conduct or equivalent from the embassy of every country in which they have 
resided. This is in addition to the enhanced DBS check and can take place simultaneously. 

Applicants should request that the Certificate of Good Conduct is issued in English or obtain a 
certified translation of the certificate. They should not commence employment until the certificate 
has been received and presented to their manager. 
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Ofsted state that a Certificate of Good Conduct is not required where: 
• a person is a refugee 
• a person is a UK resident who has been working or travelling abroad, for example on a gap year 
• a person has travelled extensively and has not remained in any country for sufficient time to 

establish a history 

Further guidance can be found at: www.gov.uk/government/publications/criminal-records-checks-for-
overseas-applicants. 

All staff will attend child protection training within their first six months of employment, and receive 
initial basic training during their induction period. This will include the procedures for spotting signs 
and behaviours of abuse and abusers, recording and reporting concerns, awareness of the local 
authority guidelines for making referrals and creating a safe and secure environment for the children 
in the nursery. At this point, we ensure that all staff know the procedures for reporting and 
recording any concerns they may have about the provision. Staff are provided with an employee 
handbook within six weeks of their start date.  

All staff understand their responsibilities under the General Data Protection Regulations and the 
circumstances under which they may share information about you and your child with other agencies. 

During their employment, staff and managers attend a range of training that assists them in 
supporting children and families through any safeguarding issues. This includes foundation training in 
safeguarding, SOAP practical safeguarding online training, female genital mutilation, management of 
safeguarding allegations against staff and safer recruitment.  

The Setting Safeguarding Lead receives training in accordance with that recommended by the Local 
Safeguarding Children Board and records are maintained of all training to ensure it does not exceed 
the validity period, the Safeguarding Lead will attend safeguarding training annually to ensure they 
are aware of the most current guidelines and procedures and this information is then effectively 
disseminated to the staff team during staff meetings and training days. Training records are 
reviewed at each supervision meeting.  

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. 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 from 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. 

Students, Volunteers and agency staff 
Prior to the start date students and volunteers are issued an induction handbook which outlines key 
policies and procedures including safeguarding. Following a suitable induction period, they will be 
supervised at all times by a nominated qualified member of staff and their DBS numbers are logged 
on site. If they start before a disclosure certificate is obtained, then a non DBS risk assessment will 
be completed by the setting manager and this communicated to all other staff within the setting to 
ensure effective supervision of the individual by all. 

!  12

http://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
http://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants


Suitability of Visitors and Contractors 
Visitors and Contractors DO NOT work unsupervised at Tiny Toez and will be accompanied at all 
times by a member of the staffing team. We have procedures in place for recording the details of 
visitors to the setting and take security steps to ensure that we have control over who comes into 
the setting, so that no unauthorised person has unsupervised access to our children. Tiny Toez ask all 
contractors and visitors to leave their personal mobile phone in the office if they want to gain access 
to the rooms where children can be present. Exceptions are made for those working under the lone 
working policy and a designated place to use their mobile phone will be allocated. 
  
Supervision and Support 
Regular supervisions and appraisals take place for all staff to discuss progress and any issues they 
may have. This process also discusses any training or qualifications staff may wish to undertake. The 
management support staff through staff meetings, and informal discussions to help with the smooth 
running of the setting. 

Mobile Phones 
It is not permitted for personal mobile phones to be used anywhere within the setting and these are 
only to be used by staff during their lunch break in the staff room. Children do not bring mobile 
phones or other ICT devices with them to the setting. If a child is found to have a mobile phone or 
ICT device with them, this is removed and stored in mangers office until the parent collects them at 
the end of the session. 
Staff mobile phones are stored as per the mobile phone policy whilst staff are working. Parents/
carers are politely asked to not use their mobile phone within the setting. All visitors’ phones are 
kept in the office whilst the visitors are accessing the setting, 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. When on outings staff carry the setting mobile 
phone.  

Cameras 
We encourage staff to take photos of the children for display purposes and to go into each child’s 
individual learning journey to capture key moments and as supporting evidence for observation and 
assessment. These photos are only taken on the pre-school camera and displayed within the pre-
school. We occasionally use photos of children outside of the setting for marketing purposes or 
similar but never without the prior permission of parents/carers. The only photos of children taken 
by anybody other than setting staff are those done by pre-arranged professional photographers at 
parent/carers request.  

Social Media 
It is important when using social networking sites that staff maintain confidentiality and ensure 
professional practice at all times. This is to protect the children, parents & families of the setting 
along with the staff. It is also to guard the settings reputation and the staff’s own personal 
reputation. Tiny Toez accepts that staff have a personal life outside of the setting but also require 
all staff to maintain a high level of professionalism and confidentiality. Staff are aware that they 
must notify the setting manager if they are friends with a family member of any children that join 
the setting, and will abide by the social networking declaration. In order to maintain professional 
boundaries staff should not accept personal invitations to be friends from parents/carers of the 
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setting on any social networking sites. It is not acceptable in any circumstances for staff to be 
friends on social networking sites with children under 16 years that are known to the setting.  

Useful Documents: 
Safeguarding children and young people and young vulnerable adults 2015 
www.gov.uk/government/publications/ofsted-safeguarding-policy 
Common inspection framework August 2015 
 www.gov.uk/government/publications/common-inspection-framework-education-skills-and-early-
years-from-september-2015 
Statutory guidance ‘working together to safeguard children (July 2018) 
www.gov.uk/government/publications/working-together-to-safeguard-children--2 
Prevent duty guidance for England and wales (Last updated March 2016) 
www.gov.uk/government/publications/prevent-duty-guidance  
Statutory framework for the early years foundation stage (2017) 
www.gov.uk/government/publications/early-years-foundation-stage-framework--2  
Statutory guidance ‘what to do if you’re worried a child is being abused’  
www.gov.uk/governement/publication/what-to-do-if- you’re-worried-a-child-is-being-abused--2 
Female Genital Mutilation Government guidance (April 2016) 
www.gov .uk/government/up loads/system/up loads/attachment_data/f i le/512906/
Multi_Agency_Statutory_Guidance_on_FGM__-_FINAL.pdf 
General Data Protection Regulations (GDPR) (2018) 

Safeguarding children, young people and vulnerable adults Policy reviewed by  

Director- Preya Shienh 
Setting Manager – Zoey Barnicoat 
Deputy Manager – Lucianna Picetskei 
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