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1.1 Children’s rights and entitlements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Policy 
 
 We promote children's right to be strong, resilient, and listened to by creating an environment in our setting that encourages children to 

develop a positive self-image, which includes their heritage arising from their colour and ethnicity, their languages spoken at home, their 
religious beliefs, cultural traditions, and home background. 

 We promote children's right to be strong, resilient, and listened to by encouraging children to develop a sense of autonomy and 
independence. 

 We promote children's right to be strong, resilient, and listened to by enabling children to have the self-confidence and the vocabulary to 
resist inappropriate approaches. 

 We help children to establish and sustain satisfying relationships within their families, with peers, and with other adults. 
 We work with parents to build their understanding of, and commitment to, the principles of safeguarding all our children. 

 
What it means to promote children’s rights and entitlements to be ‘strong, resilient and listened to’. 

To be strong means to be: 
 secure in their foremost attachment relationships where they are loved and cared for, by at least one person who is able to offer consistent, 

positive and unconditional regard and who can be relied on; 
 safe and valued as individuals in their families and in relationships beyond the family, such as day nursery or school; 
 self-assured and form a positive sense of themselves – including all aspects of their identity and heritage; 
 included equally and belong in early years settings and in community life; 
 confident in abilities and proud of their achievements; 
 progressing optimally in all aspects of their development and learning; 
 part of a peer group in which to learn to negotiate, develop social skills and identity as global citisens, respecting the rights of others in a 

diverse world;  
 to participate and be able to represent themselves in aspects of service delivery that affects them as well as aspects of key decisions that 

affect their lives. 
 
To be resilient means to: 
 be sure of their self-worth and dignity; 
 be able to be assertive and state their needs effectively; 
 be able to overcome difficulties and problems; 
 be positive in their outlook on life; 
 be able to cope with challenge and change; 
 have a sense of justice towards self and others; 
 develop a sense of responsibility towards self and others; 
 be able to represent themselves and others in key decision-making processes. 
 
To be listened to means: 
 adults who are close to children recognise their need and right to express and communicate their thoughts, feelings and ideas; 
 adults who are close to children are able to tune in to their verbal, sign and body language in order to understand and interpret what is being 

expressed and communicated; 
 adults who are close to children are able to respond appropriately and, when required, act upon their understanding of what children express 

and communicate; 
 adults respect children’s rights and facilitate children’s participation and representation in imaginative and child centred ways in all aspects 

of core services. 
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1.2 Safeguarding children and child protection 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 All staff and volunteers are required to notify us if anyone in their 
household (including family members, lodgers, partners etc.) has any 
relevant convictions, court orders, reprimands and warnings or has 
been barred from, or had registration refused or cancelled in relation 
to any childcare provision or have had orders made in relation to care 
of their children. 

 Volunteers do not work unsupervised. 
 We notify the Disclosure and Barring Service 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 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 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. 

 Any personal information is held securely and in line with data 
protection requirements and guidance from the ICO (Information 
commissioner office). 

 The designated officer in the setting has responsibility for ensuring that 
there is an adequate e-safety policy in place.  We keep a written record 
of all complaints and concerns including details of how they were 
responded to. 

 We ensure that robust risk assessments are completed, that they are 
seen and signed by all relevant staff and that they are regularly 
reviewed and updated, in line with our health and safety policy. 

 The designated officer will support the designated person to undertake 
their role adequately and offer advice, guidance, supervision, and 
support.  

 The designated person will inform the designated officer or the 
designated area officer at the first opportunity of every significant 
safeguarding concern; however, this should not delay any referrals 
being made to the children’s social worker services, the LADO, Ofsted 
or Riddor. 

 Whilst the business will endeavour to provide a basic level and variety 
of training, all employees must take their responsibility for ensuring 
their knowledge and understanding of safeguarding is kept up to date.  

 
Key commitment 2 
We are committed to responding promptly and appropriately to all 
incidents or concerns of abuse that may occur and to work with statutory 
agencies in accordance with the procedures that are set down in 'What 
to do if you’re worried a child is being abused' (HMG 2015). 

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 may be 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; 
- Any reason to suspect neglect or abuse outside the setting. 

 

Policy 
 
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. Our safeguarding policy is based on the three key commitments. 

We carry out the following procedures to ensure we meet the three key 
commitments of our Safeguarding Children Policy. 

Key commitment 1 
We are committed to building a 'culture of safety' in which children are 
protected from abuse and harm in all areas of its service delivery. 

Designated People 

Our designated person (senior members of staff) who support in co-
ordinating child protection are: 

 

 

 
Our designated officer (the Manager) who leads child protection is: 

 

 
Our designated area officer (the Area Manager) who oversees child 
protection is: 

 

 
Staff and volunteers 
 We ensure all staff are trained to understand our safeguarding 

policies and procedures and that parents are made aware of our 
safeguarding policies and procedures. 

 We ensure all staff are given a copy of the: Local Safeguarding 
Children’s Board ‘What to do if you have a concern about a child’s 
welfare’ flow chart and it is displayed in the setting. 

 All staff have an up-to-date knowledge of safeguarding issues, are 
alert to the signs and symptoms of abuse, and understand their 
professional duty to ensure safeguarding concerns are reported to 
the local authority children’s social work team, the NSPCC and 
police. 

 All staff are confident to ask questions in relation to any 
safeguarding concerns and know not to just take things at face 
value but can be respectfully sceptical. 

 Applicants for posts within the setting are clearly informed that the 
positions are exempt from the Rehabilitation of Offenders Act 1974.  

 Enhanced criminal records and barred lists checks and other 
suitability checks are carried out for staff and volunteers prior to 
their post being confirmed, to ensure that no disqualified person or 
unsuitable person works at the setting or has access to the 
children.  Where applications are rejected because of information 
that has been disclosed, applicants have the right to know and to 
challenge incorrect information. 

 Enhanced criminal records and barred lists checks are carried out 
on anyone living or working on the premises. 

 We abide by Ofsted requirements in respect of references and 
criminal record checks for staff and volunteers, to ensure that no 
disqualified person or unsuitable person works at the setting or has 
access to the children. 

 We record information about staff qualifications, and the identify 
checks and vetting processes that have been completed including: 
- The criminal records disclosure reference number; 
- The date the disclosure was obtained; and 
- Details of who obtained it. 

 We inform all staff that they are expected to disclose any 
convictions, cautions, court orders or reprimands and warnings 
which may affect their suitability to work with children (whether 
received before or during their employment with us).  
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 We take into account factors affecting parental capacity and risk, 
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 and radicalisation;  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, child abuse linked to faith or belief or 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 a child in our care or known to us may be affected 
by any of these factors, we follow the procedure for reporting 
safeguarding concerns and follow the local Safeguarding Children 
Board procedures. 

 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. 

 In the event that a staff member or volunteer is unhappy with the 
decision made by the designated person, in relation to whether to 
make a safeguarding referral, they must follow escalation 
procedures. 

 We refer concerns to Local Borough Council’s Children’s Social 
Care Contact Centre (CART) and co-operate fully in any 
subsequent investigation. 
NB In some cases this may mean the police or another agency 
identified by the Multi-Agency Safeguarding Children Procedures. 

 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. 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. 

 We have a whistle blowing policy in place. 
 
Categories of child abuse 
The following are the four main areas of abuse as defined in: 

- Working Together to Safeguard Children (2018) 
- What to do if you’re worried a child is being abused, Advice 

for practitioners  (2015) 
 

Physical abuse: This may involve hitting, shaking, throwing, poisoning, 
burning or scalding, drowning, suffocating, or otherwise causing 
physical harm to a child.  Physical harm may also take the form of 
fabricating, or deliberating inducing illness in a child. 

Emotional abuse: Emotional abuse is the persistent emotional 
maltreatment 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.  It may include 
not giving the child opportunities 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 children. 

These may include interactions that are beyond the child’s 
developmental capability, as well as overprotection and limitation of 
exploration and learning, or preventing the child participating in normal 
social interaction.  It may involve seeing or hearing the ill-treatment of 
another.  It may involve serious bullying (including cyberbullying), 
causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children.  Some level of emotional abuse is 
involved in all types of maltreatment of a child, though it may occur alone.  

Sexual abuse:  Sexual abuse involves forcing or enticing a child or 
young person to take part in sexual activities, not necessarily involving a 
high level of violence, whether or not the child is 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 children 
in looking at, or in the production of, sexual images, watching sexual 
activities, encouraging children to behave in sexually inappropriate ways, 
or grooming a child in preparation for abuse (including via the internet).  
Sexual abuse is not solely perpetrated by adult males.  Women can also 
commit acts of sexual abuse, as can other children.  

Neglect:  Neglect is the persistent failure to meet a child’s basic physical 
and/or psychological needs, likely to result in the serious impairment of 
a child’s health or development.  Neglect may occur during pregnancy 
as a result of maternal substance abuse. Once a child is born, neglect 
may involve a parent or carer failing to: 

- Provide adequate food, clothing, and shelter (including 
exclusion from home or abandonment); 

- Protect a child from physical and emotional harm or danger; 
- Ensure adequate supervision (including the use of 

inadequate caregivers); or 
- Ensure access to appropriate medical care or treatment. 

It may also include neglect of, or unresponsiveness to, a child’s basic 
emotional needs.  

Recording suspicions of abuse and disclosures 
 Where a child makes comments to a member of staff that gives 

cause for concern (disclosure), or a member of staff observes 
signs or signals that gives 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 they will take action; 
- does not ask the child leading questions; 
- 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 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 which is kept securely and confidentially. 

 The member of staff acting as the named Designated 
Safeguarding Person is informed of the issue at the earliest 
opportunity and within 1 working day. 

 We adhere to policy and procedures Local Safeguarding Partners 
(LSP): 
Halton Safeguarding Children Board’s: 
Link: www.haltonsafeguarding.co.uk 
Cheshire East Local Safeguarding Children Board  
Link: http://www.cheshireeastlscb.org.uk 
St.Helens Safeguarding Children Partnership 
Link: https://sthelenssafeguarding.org.uk/scp  
 

 
When recording and sharing concerns, we include those procedures 
alongside this procedure and follow the steps set down the local 
Safeguarding Children Board. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/942454/Working_together_to_safeguard_children_inter_agency_guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
http://www.haltonsafeguarding.co.uk/
http://www.cheshireeastlscb.org.uk/
https://sthelenssafeguarding.org.uk/scp
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Making a referral to the local authority social care team 
 Prior to making a referral the person may seek guidance and advice 

from Area Manager / Director.  
 In our setting all referrals to Children’s Social Care will be made on 

the agreed template used by the local authority. 
 We keep a copy of this document alongside procedures set down by 

our Local Safeguarding Children Board 
 
Escalation process 
 If we feel that a referral made has not been dealt with properly or that 

concerns are not being addressed or responded to, we will follow the 
LSCB escalation process. 

 We will ensure that staff are aware of how to escalate concerns. 
 Concerns at this stage should be discussed with Area Manager / 

Director(s) to support with escalating a referral.  
 

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 at increased risk of harm, such as suspected sexual abuse, 
fabricated or induced illness, forced marriage. 

 We inform parents where 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 Children’s Social Care, 
parents are informed at the same time that the referral will be made, 
except where the guidance of Safeguarding Children Board does not 
allow this, for example, where it is believed that the child may be 
placed at increased risk of harm.  

 This will usually be the case where the parent is the likely abuser. 
 If there is a possibility that advising a parent beforehand may place a 

child at greater risk the designated person should seek advice from 
Children’s Social Care, about whether or not to advise parents 
beforehand, and should record and follow the advice given. 

 
Liaison with other agencies 
 We work within the local Safeguarding Children Board guidelines. 
 We have a copy of the current version of 'What to do if you’re worried 

a child is being abused' for parents and staff and all staff are familiar 
with what to do if they have concerns. 

 We have procedures for contacting the local authority on 
safeguarding issues, including maintaining contact details for the 
Early Intervention Locality Teams, Children’s Social Care and the 
Emergency Duty Team and details of staff co-ordinating services 
where children are the subject of a Child Assessment Framework 
(CAF), Child in need (CIN) Plan or Child protection plan to ensure 
that it is easy, in any emergency, for the setting and Children’s (CPC) 
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 
wellbeing 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.  We display on our 
notice board a copy of Ofsted information which includes Ofsted’s 
Whistleblowing Hotline telephone number. 

 Contact details for the local National Society for the Prevention of 
Cruelty to Children (NSPCC) are also kept. 

 
Allegations against staff 
This section sets out the specific requirements as per Working Together to 
Safeguard Children that apply to managing allegations against staff or 
volunteers who work with children. 

 The range of allegations which are covered under this section of the 
policy are not limited to those in which there is reasonable cause to 
believe a child is suffering, or is likely to suffer, significant harm.  
Allegations may also indicate that the staff member is unsuitable to 
continue to work with children in their present position, or in any 
capacity. 

 

 We follow the guidance of the local authorities Safeguarding 
Children Board(s) 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.  Local 
authority ‘Allegations Against Adults’ procedures will be instigated 
in all cases where it is alleged that a member of the setting(s) staff 
or volunteer has: 
- Behaved in a way that has harmed, or may have harmed a 

child; 
- Possibly committed a criminal offence against, or related to, 

a child; 
- Behaved towards a child or children in a way that indicates 

they may pose a risk of harm to children. 
 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 ensure that all staff or volunteers know how to raise concerns 
about a member of staff or volunteer within the setting. We respond 
to any concerns raised by staff and volunteers who know how to 
escalate their concerns if they are not satisfied with our response. 

 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 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.  

 Staff and volunteers have access to our Whistle Blowing, when they 
start and form part of the induction and training process. These can 
be found via our Staff Portal.  

 We refer any such allegation immediately to the Local Authority 
Designated Officer (LADO) to investigate. We also report any such 
alleged incident to Ofsted and what measures we have taken in line 
with legal requirement contained in EYFS (Section 3 – The 
safeguarding and welfare requirements). We are aware that it is an 
offence not to do this. 

 
Reporting Procedure:  
 Where a member of staff has concerns about a colleague, they 

should inform the Manager immediately:   
 

Managers Contact Details: 

Full Name:  

Contact Number:  

Email:  

 

 Where a member of staff has concerns about the Manager, and/or 
their decision they should contact the Area Manager immediately:  
 

Area Managers Contact Details: 

Full Name:  

Contact Number:  

Email:  

 
 Where a member of staff has concerns about the Area Manager, 

and/or their decision they should contact the Director immediately.  
Details identified on Safeguarding Flow Chart.    

 The local authority has a responsibility for providing advice and 
liaising and monitoring the progress of cases, to ensure that cases 
are dealt with as quickly as possible, consistent with a fair and 
thorough process.  Action should be taken to consult LADO directly. 
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 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. 

 We co-operate entirely with any investigation carried out by 
children’s social care in conjunction with the police. 

 Any investigation may consider the following three elements: 
- A child protection investigation; 
- Circumstances which may require a police investigation; 
- Disciplinary procedures. 

 Where management and Children’s Social Care agree it is 
appropriate in the circumstances, the Director 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 Disclosure & Barring 
Service 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. 

 Advice must be sort and any and all cases must be logged with our 
HR services. A Director must be informed prior to issuing any form 
of dismissal.  

 
Key commitment 3  
We are committed to promoting awareness of child abuse issues 
throughout our training and learning programmes for adults. We are also 
committed to empowering young children, through our early year’s 
curriculum, promoting their right to be strong, resilient and listened to. 

Training 
 We ensure all staff are trained in safeguarding at the appropriate 

level to their role and the training is approved by the Safeguarding 
Children Board. 

 We seek out training opportunities for all adults involved in the 
setting to ensure that they are able to recognise the possible signs 
and indicators of physical abuse, emotional abuse, sexual abuse 
and neglect and that they are aware of the local authority 
guidelines for making referrals.  

 We ensure staff are trained in respect of the Prevent Duty. 
 The designated safeguarding persons receive training in 

accordance with that recommended by the local Safeguarding 
Children Board. 

 We ensure that all staff know the procedures for reporting and 
recording their concerns in the setting. 

 
Planning 
 The layout of the rooms allows for constant supervision. No child 

is left alone with staff or volunteers in a one-to-one situation without 
being visible to others. 

 
Curriculum 
 We introduce key elements of keeping children safe into our 

programme to promote the personal, social and emotional 
development of all children, so that they may grow to be strong, 
resilient and listened to and that they develop an understanding of 
why and how to keep safe. 

 We create within the setting a culture of value and respect for the 
individual, having positive regard for children's heritage arising 
from their colour, ethnicity, languages spoken at home, cultural 
and social background. 

 We ensure that this is carried out in a way that is developmentally 
appropriate for the children. 
 

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 Boards. 

Legal framework & guidance 

Primary legislation 
 Education Act 2002  
 Protection of Children Act (1999) 
 Data Protection Act (1998) 
 The Children Act (Every Child Matters) (2004) 
 Safeguarding Vulnerable Groups Act (2006) 
 Childcare Act 2006 
 
Secondary legislation 
 Sexual Offences Act (2003) 
 Criminal Justice and Court Services Act (2000) 
 Equalities Act (2010) 
 The Data Protection Act (2018)  
 Childcare (Disqualification) Regulations 2009 
 Children and Families Act 2014 
 Serious Crime Act 2015 
 
Further Guidance 
 Take account of any advice from the LSP or local authority on 

appropriate training courses. 
 https://www.gov.uk/government/collections/female-genital-

mutilation 
 https://www.gov.uk/government/publications/what-to-do-if-youre-

worried-a-child-is-being-abused--2 
 https://www.gov.uk/government/publications/working-together-to-

safeguard-children--2 
 The 2015 Counter Terrorism and Security Act places a duty on 

early years providers “to have due regard to the need to prevent 
people from being drawn into terrorism” (the Prevent duty): 

 www.gov.uk/government/publications/prevent-duty-
guidance/revised-prevent-duty-guidance-for-englandand-wales 

 Under section 175(4) of the Education Act 2002 
 www.gov.uk/government/publications/keeping-children-safe-in-

education--2 
 

https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/collections/female-genital-mutilation
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
http://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-englandand-wales
http://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-englandand-wales
http://www.gov.uk/government/publications/keeping-children-safe-in-education--2
http://www.gov.uk/government/publications/keeping-children-safe-in-education--2


9 
 

 
 

1.3 Modern slavery and human trafficking  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
Policy 
Legislation 

The Modern Slavery Act received Royal Assent on 26 March 2015. The act consolidates slavery and trafficking offenses and introduces tougher 

penalties and sentencing rules. 
 

Procedures 
 
Background 
Child trafficking and modern slavery is becoming a more frequent form 
of child abuse. Children are recruited, moved, transported and then 
exploited, forced to work or are sold on.  
 
Modern slavery is a term that covers: 
 Slavery 
 Servitude and forced or compulsory labour 
 Human trafficking 

 
Victims of modern slavery are also likely to be subjected to other types 
of abuse such as physical, sexual and emotional abuse. This policy 
should be used alongside the following policies to ensure all children, 
staff, parents and visitors are fully safeguarded:  
 Safeguarding and child protection 
 Whistleblowing  
 Equality and inclusion  

 
For an adult or child to have been a victim of human trafficking there must 
have been: 
 Action (e.g. recruitment, transportation, transfer, harbouring or 

receipt of a child for the purpose of exploitation). 
 Means (threat or use of force, coercion, abduction, abuse of 

power or vulnerability) There does not need to be “means” for 
children as they are not able to give informed consent. 

 Purpose (e.g. sexual exploitation, forced labour or domestic 
servitude, slavery, financial exploitation, illegal adoption, removal 
of organs). 

 

 

 
 
Signs of abuse 
 Action should be taken if they appear to have some of these 

possible signs including; under the control of someone else and 
reluctant to interact with others, the victim has few personal 
belongings and wear the same clothes every day or wear 
unsuitable clothes for work.  

 The victim is not able to move around freely and is reluctant to 
talk to strangers or the authorities including appearing 
frightened, withdrawn, or show signs of physical or 
psychological abuse. 
 
 

Procedure  
When a concern is raised about slavery or trafficking then we will follow 
our safeguarding procedure. If the child (or adult) is at risk of immediate 
harm then the police will be called, otherwise the local authority will be 
contacted, and the referral process will be followed as per the 
safeguarding procedure. 
If we suspected, and it wasn’t possible to have a confidential 
conversation, we wouldn’t confront them or cause a scene, as this will 
likely lead to increased harm for them. Instead, we would inform the 
relevant authorities, or organisations, working in the field. 
 
If you are in the UK and suspect someone might be in slavery, you have 
several options: 
 Call the Modern Slavery Helpline on 08000 121 700 or fill out an 

online form. 
 Contact Crimestoppers on 0800 555 111. 
 Contact the Police or local children social care teams. 
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1.4 British values 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Staff promote diverse attitudes and challenge stereotypes. 
 Resources and activities are provided that challenge gender, 

cultural and racial stereotyping.  
 A diverse range of religions are recognised and celebrated and 

parents are encouraged to share their cultures and to be involved 
in all our celebrations. 

 Children, staff or parents expressing opinions contrary to 
fundamental British values, including ‘extremist’ views are actively 
challenged. 

 
In our setting we promote a culture of equality and as underpinned by 
the Equality Act 2010, and it is not acceptable to: 

- Actively promote intolerance of other faiths, cultures and 
races 

- Fail to challenge stereotypes or segregation 
- Isolate children from their wider community 
- Fail to challenge behaviours that are not in line with the 

fundamental British Values outlined in this policy. 

Legal framework and guidance 
 Statutory guidance: Revised Prevent duty guidance: for England 

and Wales - Updated 1 April 2021 
 2011 Prevent Strategy 
 Equality Act 2010 
 Working Together to Safeguard Children 2018 
 Safeguarding Children from abuse linked to faith or belief 
 Radicalisation – Prevent strategy – Prevent duty guidance 
 Counter Terrorism and Security Act 
 DfE Fundamental British Values in the Early Years (2017)  
 Statutory Framework for Early Years Foundation Stage 

 
Policy 
The definition of British Values is highlighted in The Prevent Strategy and the fundamental British values listed below are implicitly embedded in 
the Statutory Framework for Early Years Foundation Stage (EYFS) and have been added to Ofsted’s inspection guidance.  The EYFS provides a 
solid foundation to encourage a child’s understanding and acceptance that we live in diverse communities with many different cultures and 
lifestyles. 
 
The government has defined key British values as follows: 
- Democracy 
- The rule of law 
- Individual liberty 
- Mutual respect and tolerance 
 
The Counter Terrorism and Security Act 2015 places a duty on early years providers “to have due regard to the need to prevent people from being 
drawn into terrorism” (the Prevent duty) which comes under section 29. 
 
At our setting these values are promoted through our policies and teaching and a culture of meaningful experiences and opportunities to explore, 
observe, and find out about people, places, technology, and the environment to provide a rich, diverse and positive experience. 

 

 Procedures 
 
Democracy: making decisions together 
 Children and parents are listened to and their views sought to 

ensure services meet their needs. We collect views in a range of 
ways, eg questionnaires, suggestion box. 

 Children are encouraged to value each other’s views and talk about 
their feelings.  

 Decisions and shared rules that children make are supported by 
staff and staff are consistent in their use, eg turn-taking, sharing and 
collaboration. 

 Children are given opportunities to develop enquiring minds in an 
atmosphere where questions are valued. 

The rule of law: PSE (Personal, Social, Emotion) understanding rules 
matter 
 Staff ensure children understand their own and other’s behaviour 

and its consequences. 
 High expectations of the children’s behaviour are consistently 

encouraged and reinforced. 
 Children are taught the value and reasons behind our expectations 

and children learn to distinguish right from wrong.  
 Staff work together with children to create the rules and codes of 

behaviour, eg agree rules for tidying up and everyone participates. 

Individual liberty: freedom for all 
 Children are encouraged to make choices knowing they are in a 

safe and supportive environment.   
 The provision of an enabling environment, and use of effective 

teaching, enables children to understand and exercise their rights 
and personal freedoms.   

 Children are supported to develop a positive sense of themselves.   
 Staff provide opportunities for children to develop their self-

knowledge, self-esteem and increase their confidence in their own 
abilities.   

 Staff encourage a range of experiences that allow children to 
explore their feelings, reflect on differences and understand that 
everyone is free to have different views and opinions. 

Mutual respect and tolerance: treat others as you want to be treated 
 The children are taught to care, share and listen to others.  They 

learn that good behaviour is rewarded.  
 Staff encourage and explain the importance of tolerance and 

appreciation of and respect of their own and other cultures; know 
about similarities and differences between themselves and others 
of those of different faiths and beliefs. 

 

https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://www.gov.uk/government/publications/prevent-duty-guidance/revised-prevent-duty-guidance-for-england-and-wales
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/97976/prevent-strategy-review.pdf
https://foundationyears.org.uk/wp-content/uploads/2017/08/Fundamental-British-Values-in-the-Early-Years-2017.pdf
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1.5 Prevent duty 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Internet Safety 
The internet provides children and young people with access to a wide 
range of content, some of which is harmful.  Extremists use the internet, 
including social media, to share their messages.  Staff are aware of the 
need to keep children safe from any risks posed by terrorist exploitation 
of social media and will be dealt with in the same way as safeguarding 
children from any other online abuse.  We have a policy for the use of 
computers and electronic communication devices which all staff and 
volunteers must adhere to at all times. 

Home Learning Support 
We offer our own safe ‘Home Learning’ page on our website with E-
Safety guidance:  
Link: https://www.earlylearnersnurseries.co.uk/homelearning 

Lockdown Procedure 
If an emergency happens, the setting manager must act quickly to 
assess the likelihood of immediate danger. Call 999 if there is a concern 
for safety of people, staff, children or the safety of others, or you feel you 
have critical information.  In most cases the assumption should be that 
it is safer to stay put and place the setting into ‘lockdown’ until the 
emergency services arrive.  When possible, notify your Area Manager.  
It is essential staff comply with instructions at all times. 

 Upon alert to lockdown, stay calm and act. 
 Ensure staff and children stay in their designated areas.  
 Stay in the classroom, secure all doors and windows and await 

further instructions. 
 Close windows and blinds where possible.  
 Stay away from windows and doors.  
 Position children into the centre of the classroom(s)/ area(s).  
 Stay low and keep calm,  

 
It might be an idea to rehearse this with children in an age-appropriate 
way, in the same way that you would rehearse fire evacuation. Lock-
down must be rehearsed termly.  

Further actions to consider:  
 Tuning into a local TV or radio station for more information. 
 Do NOT make non-essential calls on mobile phones or landlines.  
 Do not leave classrooms for non-essential tasks.  
 Be alert: Do NOT open the door once it has been secured until 

you are officially advised ‘all clear’ or are certain it is emergency 
services at the door. This is another element of the settings 
‘lockdown’ procedure that can be practised in an age-appropriate 
way with the children to avoid them becoming anxious when staff 
do not respond to the doorbell in the usual way.  

 Do NOT travel down corridors.  
 Do NOT assemble in large open areas. 
 Avoid being on your own.  
 Do NOT call 999 again unless you have immediate concern for 

your safety, the safety of others, or feel you have critical 
information. 

 

 

 

 

 
Policy 
Safeguarding children from all risks of harm is paramount and as part of that responsibility to safeguard the welfare of children and families 
attending the setting, we have a duty under Section 26 of the Counterterrorism and Security Act 2015 to prevent them from being drawn into 
terrorism. 
 
The risk of extremism and radicalisation on a child, child’s family or individual members of the family, can impact on the safety of the child and we 
have a duty to refer any concerns of extremism to the police.  This policy should be read in conjunction with our Safeguarding Children Policy and 
our British Values Policy. 

 

Procedures 
 
 We will ensure staff understand the issues of radicalisation and are 

able to recognise the signs of vulnerability or radicalisation and 
know what to do when they are identified. 

 All staff are registered to Flick our training platform. 
 All staff will undertake and complete: Basic Safeguarding Training. 
 All staff will undertake and complete: Prevent Duty Awareness 

Training. 
 Where applicable, we have relevant risk assessments relating to 

safeguarding children. 
 We will record and keep up-to-date relevant contact details relating 

to prevent.  
 We will actively promote the fundamental British Values of 

democracy, rule of law, individual liberty and mutual respect and 
tolerance as these values assist the individual child in their 
personal, social and emotional development and understanding of 
the world. 

 We will act when we observe behaviour of concern. 
 Staff will refer all concerns about children to the Designated 

Safeguarding Person, or in their absence the Designated 
Safeguarding Officer, using the usual methods for reporting other 
safeguarding concerns as detailed in the Safeguarding Policy. 

 When there are significant concerns, then the Designated 
Safeguarding Person will contact Children Social Care.  If there are 
concerns that an individual may be vulnerable to being drawn into 
terrorism or extremism, we will make referrals to the Local Police 
Prevent Co-ordinator.  

 We will work in partnership with the local authority, the local 
safeguarding boards and the police and be guided by their advice 
in relation to local safeguarding issues. 

 
Channel  
This is a programme which focuses on providing support at an early 
stage to people who are identified as being vulnerable to being drawn 
into terrorism.  Channel has been operating since 2014 and covers all 
forms of extremism. The support that is offered is tailored to the particular 
individual. People who are referred to Channel are not criminals but may 
be at risk of committing an offence if not supported.   

Signs of Vulnerability to radicalisation and extremist ideologies 
There are no known definitive indicators that a person is vulnerable to 
radicalisation, but there are a number of signs that together increase the 
risk.  All staff and volunteers will be alert to the following (this is not an 
exhaustive list): 

- Changes in family behaviour 
- Changes in children’s behaviour, e.g. aggression towards others 
- Comments made by a child which may cause concern, e.g. 

commenting on what their parent has said about fighting for the 
cause etc. 

- Intolerance of difference, including faith, culture, gender, race or 
sexuality 

- Showing sympathy for extremist causes 

https://www.earlylearnersnurseries.co.uk/homelearning
https://www.flicklearning.com/
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Following the lockdown 
 Co-operate with the emergency services to help in an orderly 

evacuation. 
 Ensure you have the Register and children’s details with you.  
 Any staff or children who have witnessed an attack or incident will 

need to tell the police what they saw and record a statement in 
writing.  

 The police may require other individuals to remain available for 
questioning.  

 Keep information private and confidential 
 
Managing parents  
 In the event of an incident it is inevitable parents will want to come 

to the setting and collect their children immediately.   
 Parents must be discouraged from doing so, until the emergency 

services give the all clear.  Even then, depending on the severity 
and type of incident, children may need to be checked by medical 
teams or questioned by the police. 

 It must be made absolutely clear to parents that you will be acting 
on the advice of the emergency services at all times.  

 With regard to getting information to parents during ‘lockdown’, you 
should use the existing systems and send notifications / group 
messages, updates via social media, or emails.  

 We discourage parents from ringing the setting directly for further 
updates during ‘lockdown’; it will be vital the phone lines remain 
clear.  

 
Threat levels 
Threat levels are designed to give a broad indication of the likelihood of 
a terrorist attack. 

 LOW means an attack is unlikely. 
 MODERATE means an attack is possible but not likely. 
 SUBSTANTIAL means an attack is a strong possibility. 
 SEVERE means an attack is highly likely. 
 CRITICAL means an attack is expected imminently. 

 
Members of the public should always remain alert to the danger of 
terrorism and report any suspicious activity to the police on 999. 

Suggested wording for message/ notification to parents 

 
REF: Lockdown 
 
Dear Parent/ carer,  
 
Due to an incident, we have been advised by the emergency 
services to take the precautionary measures to secure and lockdown 
the premises until we are given the ‘all clear’ and the potential threat 
is under control. The police are supporting us step by step and its 
important we comply with their instructions.  
 
We kindly ask that you do not attempt to collect your child or visit the 
premises until we have communicated with you.  The safety and 
security of everyone within our setting is paramount.  We will let you 
know as soon as possible when you are able to collect.   
 
In the meantime, it is important that we keep our telephone lines 
clear and would appreciate your cooperation in not calling unless it 
is absolutely vital that you need to speak to us. 
 
Thank you for your cooperation. 
 
Kind regards 
 
Early Learners Team  
 
 

 

 

 

 
 

 

Useful Contact Numbers 
 
Police: (Emergency) 
 

 
999 

 
Police (Non-emergency / Reporting)
  

 
101 

 
Children Social Care  
 

 

 
Local Police Prevent Co-ordinator: 
 

 
 
 
 

 
Anti-Terrorist Hotline - Report an 
immediate threat to life or property. 
 

 
0800 789 321  
 

 
DfE Counter Extremism Helpline - 
Preventing extremism in education 
settings 
 

 
020 7340 7264 
Opening times: 
Monday to Friday from 
11am to 3pm  
 

  
 
 
 

  
 
 
 

  
 
 
 

  
 
 
 

  
 
 
 

 
Legal framework and guidance 
The duty to prevent children and young people being radicalised is set 
out in the following documents: 

 Counterterrorism & Security Act 2015 
 DfE Prevent Duty Guidance 2015 
 Working Together to Safeguard Children 2015 
 Statutory Framework for the Early Years Foundation Stage 
 The Prevent Duty  
 Online safety tips for parents of pre-school children 0–5-Year-Olds 
 Internet Matters 

https://www.earlylearnersnurseries.co.uk/_files/ugd/d2f85c_4b705b56d8f547dd801e5e67242c8c85.pdf
https://www.youtube.com/channel/UCNbTiEReZJDQwUNjpNYZ97A
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1.6 Domestic abuse, honour based abuse & forced marriage 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Honour based abuse (HBA) 
 Honour based abuse (HBA) can be described as ‘a collection of 

practices, which are used to control behaviour within families or 
other social groups to protect perceived cultural and religious 
beliefs and/or honour’; such as being held against their will, sexual 
or psychological abuse, threats of violence, assault or forced 
marriage. 

 Such abuse can occur when perpetrators perceive that a relative 
has shamed the family and/or community by breaking their honour 
code. It is a violation of human rights and may be a form of 
domestic and/or sexual abuse.  

 We aim to develop staff knowledge of recognising the signs and 
symptoms of HBA. These signs may include: 

- Changes in how they dress or act, they may stop wearing 
‘western’ clothing or make-up 

- Visible injuries, or repeated injury, with unlikely 
explanations. 

- Signs of depression, anxiety or self-harm 
- Frequent absences 
- Restrictions on friends or attending events. 

 We will raise awareness of domestic abuse Honour based abuse 
(HBA) within our setting by: 

- Sharing information with external organisations that can 
offer support with incidents of HBA. The information will be 
displayed in visible spaces within the setting. 

- Sharing our HBA, child protection and safeguarding policies 
with all staff. 

 Where incidents of HBA are shared by an employee or 
parent/carer, we will respect confidentiality at all times and not 
share information without their permission. However, we will share 
this information without permission in cases of child protection, or 
where we believe there is an immediate risk of serious harm to the 
person involved. 

 
Forced Marriage 
 A forced marriage is defined as ‘a marriage in which one, or both 

spouses, do not consent to the marriage but are coerced into it. 
Duress can include physical, psychological, financial, sexual and 
emotional pressure. In the cases of some vulnerable adults who 
lack the capacity to consent, coercion is not required for a 
marriage to be forced’. 

 If we suspect or receive information about a forced marriage being 
planned, then we will follow our safeguarding reporting 
procedures. If the person concerned is under the age of 18 years, 
then we will report the incident to the children’s social care team.  

 If we believe a person is in imminent danger of being forced into a 
marriage we may contact the Police and the Governments Forced 
Marriage Unit (FMU) on 020 7008 0151. 

 

 
Policy 
This policy should be read alongside our Safeguarding policy: 

 Safeguarding children child protection policy 

 Data protection & record keeping policy 

The cross-government definition of domestic violence and abuse is: any incident or pattern of incidents of controlling, coercive, threatening 

behaviour, violence or abuse between those aged 16 or over who are, or have been, intimate partners or family members regardless of gender 

or sexuality. The abuse can encompass, but is not limited to: psychological; physical; sexual; financial; and emotional. 

Procedures 
 
 Domestic abuse can happen to anyone regardless of gender, age, 

social background, religion, sexuality or ethnicity, and domestic 
abuse can happen at any stage in a relationship. 

 We aim to develop staff knowledge of recognising the signs and 
symptoms of domestic abuse. These signs may include: 
- Changes in behaviour: for example, becoming very quiet, 

anxious, frightened, tearful, aggressive, distracted, depressed 
etc. 

- Visible bruising or single, or repeated, injury with unlikely 
explanations 

- Change in the manner of dress: for example, clothes that do 
not suit the climate which may be used to hide injuries 

- Partner or ex-partner stalking employee/parent in or around 
the workplace; this may include excessive phone calls or 
messages 

- Partner or ex-partner exerting an unusual amount of control or 
demands over work schedule 

- Frequent lateness or absence from work. 
 

 All children can witness and be adversely affected by domestic abuse 
in the context of their home life where domestic abuse occurs 
between family members.  Exposure to domestic abuse and/or 
violence can have a serious, long lasting emotional and 
psychological impact on children.  

 Signs that children may have witnessed domestic abuse include: 
- Anxiety 
- Regressive behaviours 
- Constant or regular sickness, such as colds or headaches 
- Difficulties with concentration 
- Emotional and behavioural difficulties 
- Withdrawal 
- Low self-esteem. 

 
 We will raise awareness of domestic abuse within our setting by: 

- Ensuring all staff can identify the signs and symptoms of 
domestic abuse and know how to report concerns. 

- Sharing information with external organisations that can offer 
support with incidents of domestic abuse. The information will 
be displayed in visible spaces within the setting. 

- Providing all staff with the telephone number for the free 24 
hour National Domestic Abuse Helpline (0808 2000 247). 

- Sharing our domestic abuse policy and Child Protection and 
Safeguarding policies with all staff.  

 If we are concerned that domestic abuse is happening within a 
home and a child is at risk, we will follow our safeguarding 
policies’ reporting procedures (see Safeguarding children child 
protection policy). 

 Where incidents of domestic abuse are shared by an employee or 
parent/carer, we will respect confidentiality at all times and not 
share information without their permission. However, we will share 
this information, without permission, in cases of child protection or 
where we believe there is an immediate risk of serious harm to the 
person involved. 
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1.7 Looked after children 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The care plan needs to consider such issues for the child as: 
- the child’s emotional needs and how they are to be met; 
- how any emotional issues and problems that affect 

behaviour are to be managed; 
- the child’s sense of self, culture, language(s) and identity – 

and how this is to be supported; the child’s need for 
sociability and friendship; 

- the child’s interests and abilities and possible learning 
journey pathway; 

- how any special needs will be supported. 
 
In addition, the care plan will also consider: 
 how information will be shared with the foster carer and local 

authority (as the ‘corporate parent’) as well as what information is 
shared with whom and how it will be recorded and stored; 

 what contact the child has with their birth parent(s) and what 
arrangements will be in place for supervised contact. If this is to 
be the setting, when, where and what form the contact will be 
taken, discussed and agreed; 

 
What written reporting is required; 
 wherever possible, and where the plan is for the child’s return 

home, the birth parent(s) should be involved in planning, and 
 with the social worker’s agreement, and as part of the plan, the 

birth parent(s) should be involved in the setting’s activities that 
include parents, such as outings and fun-days, alongside the 
foster carer. 

 

 
Policy 
 
Early years settings are committed to providing quality provision based on equality of opportunity for all children and their families. All staff in our 
provision are committed to doing all they can to enable ‘looked after’ children in their care to achieve and reach their full potential.  Children 
become ‘looked after’ if they have either been taken into care by the local authority or have been accommodated by the local authority (a voluntary 
care arrangement). Most looked after children will be living in foster homes, but a smaller number may be in a children’s home, living with a relative 
or even placed back home with their natural parent(s).   

We recognise that children who are being looked after have often experienced traumatic situations; physical, emotional or sexual abuse or neglect. 
However, we also recognise that not all looked after children have experienced abuse and that there are a range of reasons for children to be 
taken into the care of the local authority. Whatever the reason, a child’s separation from their home and family signifies a disruption in their lives 
that has an impact on their emotional well-being.  Most local authorities do not place children under five with foster carers who work outside the 
home; however, there are instances when this does occur or where the child has been placed with another family member who works. The setting 
maintains that it not appropriate for a looked after child who is under two years to be placed in a day care setting in addition to a foster placement. 

We place emphasis on promoting children’s right to be strong, resilient and listened to. Our policy and practice guidelines for looked after children 
are based on these two important concepts, attachment and resilience. The basis of this is to promote secure attachments in children’s lives as 
the basis for resilience. These aspects of well-being underpin the child’s responsiveness to learning and are the basis in developing positive 
dispositions for learning. For young children to get the most out of educational opportunities they need to be settled enough with their carer to be 
able to cope with further separation, a new environment and new expectations made upon them. 

Principles 
 The term ‘looked after child’ denotes a child’s current legal status; this term is never used to categorise a child as standing out from others. 

We do not refer to such a child using acronyms such as LAC. 
 We do not normally offer placements for babies and children under two years who are in care; we offer instead other services to enable 

a child to play and engage with other children where their carer stays with the child. 
 We offer places to two-year-old children in exceptional circumstances who are in care. In such cases, the child should have been with the 

foster carer for at least two months and show signs of having formed a secure attachment to the carer and where the placement in the 
setting will last a minimum of three months.  

 We offer places for funded three and four-year-olds who are in care to ensure they receive their entitlement to early education. We expect 
that a child will have been with a foster carer for a minimum of one month and has formed a secure attachment to the carer. We expect 
that the placement in the setting will last a minimum of six weeks. 

 We will always offer ‘stay and play’ provision for a child who is two to five years old who is still settling with their foster carer, or who is 
only temporarily being looked after. 

 Where a child who normally attends our setting is taken into care and is cared for by a local foster carer we will continue to offer the 
placement for the child. 

Procedures 
 
 The designated person for looked after children is the designated 

child protection co-ordinator. 
 Every child is allocated a key person before they start and this is 

no different for a looked after child. The designated person ensures 
the key person has the information, support and training necessary 
to meet the looked after child’s needs. 

 The designated person and the key person liaise with agencies, 
professionals and practitioners involved with the child and his or 
her family and ensures appropriate information is gained and 
shared. 

 The setting recognises the role of the local authority social care 
department as the child’s ‘corporate parent’ and the key agency in 
determining what takes place with the child. Nothing changes, 
especially with regard to the birth parent’s or foster carer’s role in 
relation to the setting without prior discussion and agreement with 
the child’s social worker. 

 A childcare palace will only be offered if the parent can financially 
meet the needs of said child and family attending the setting and 
when applicable support is provided by local authority. The 
childcare T&Cs remain effective.  

 At the start of a placement there is a professionals meeting that will 
determine the objectives of the placement and draw up a care plan 
that incorporates the child’s learning needs. This plan is reviewed 
after two weeks, six weeks and three months. Thereafter at three 
to six monthly intervals.   
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 The settling-in process for the child is agreed. It should be the 
same as for any other child, with the foster carer taking the place 
of the parent, unless otherwise agreed. It is even more important 
that the initial stage is followed until it is visible that the child has 
formed a relationship with his or her key person sufficient to act as 
a ‘secure base’ to allow the gradual separation from the foster 
carer. This process may take longer in some cases, so time needs 
to be allowed for it to take place without causing further distress or 
anxiety to the child. 

 In the first four to six weeks after settling-in, the child’s well-being 
is the focus of observation, their sociability and their ability to 
manage their feelings with or without support. 

 Further observations about communication, interests and abilities 
will be noted to form a picture of the whole child in relation to the 
Early Years Foundation Stage prime and specific areas of learning 
and development. 

 Concerns about the child will be noted in the child’s file and 
discussed with the foster carer. 

 If the concerns are about the foster carer’s treatment of the child, 
or if abuse is suspected, these are recorded in the child’s file and 
reported to the child’s social care worker according to the setting’s 
safeguarding children procedure. 

 Regular contact should be maintained with the social worker 
through planned meetings that will include the foster carer. 

 Transition to school will be handled sensitively and the designated 
person and or the child’s key person will liaise with the school, 
passing on relevant information and documentation with the 
agreement of the looked after child’s birth parents. 

 

Legal framework and guidance 
 Promoting the education of looked after children and previously 

looked after children - Statutory guidance for local authorities 
(2018) 

 Statutory guidance - Working together to safeguard children (2018) 
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1.8 Unknown or unauthorised collection & uncollected child 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Procedures 
 
Collection of a child 
We train our workforce in the procedure to ensure that the safety of every 
child is paramount. 
 We inform parents/carers of our procedures so that they will be 

reassured that their children will be properly cared for. 
 Parents are asked to provide the following specific information 

before a child starts at the setting. This is recorded on the child’s 
digital (NIAB) registration details and retained in the Child`s Profile: 
- Home address(s) and telephone number(s) 
- Place of work, address and telephone number (if applicable). 
- Mobile telephone number (if applicable). 
- Two emergency contact details with names, addresses, 

telephone numbers. 
- Details of adults who are authorised by the parents to collect 

their child from the setting, for example a childminder or 
grandparent, including names, addresses, telephone 
numbers. 

- Collection passwords for each authorised collector.  
 Parents must specify who has parental responsibility for the child 

and provide information about any person who does not have legal 
access to the child. 

 This information is retained in the child`s personal details on NIAB. 
 Information regarding children`s personal detail are regularly 

updated via NIAB.  Parents must inform us of changes immediately 
(through notification via their parent admin app) and are asked to 
check and confirm the information held by the setting is up to date 
at the key person/parent meetings. 

 We implement and train staff in the procedure for collection of a 
child using: 

- Security password (Recorded on NIAB) 
- Asking for a form of identification (Passport or drivers’ licence) 

 
 We follow this checklist: 

- Know by sight who is authorised to collect the children in your 
group.  If you do not recognise the person collecting a child 
you must refuse to allow the collection until their identity and 
parental permission is confirmed, even if the child recognises 
the person.  The persons date of birth must be checked, and 
the person must be aged over 18 years old and be an adult.  

- Do not allow entry into the childcare premises (outside). If the 
person has accessed the premises do not allow entry further 
than the entrance security doors.  Leaving the person outside. 

- Remove all the children including the child to be collected to a 
safe place, safely away from the person, ensure security doors 
and gates are secured and locked. 

- Inform your supervisor / line manager. 
- Politely explain to the person that their identity must be verified 

before collection of the child. All legitimate persons will fully co-
operate and be understanding. Ask the person to remain 
outside the external security doors whilst their identity is 
verified. 

 

 
Policy 
 
Parents/ carers must adhere to the childcare premises procedure when registering.  The person collecting a child must be a minimum of aged 
18 years old which is treated as an adult by the law. 

In the event that a child is not collected by an authorised adult at the end of a session/day, we put into practice agreed procedures. These 
ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child. The child will receive a high standard 
of care in order to cause as little distress as possible. We inform parents/carers of our procedures so that, if they are unavoidably delayed, they 
will be reassured that their children will be properly cared for. 

 

- Co-operate fully with any instructions and or advice issued by 
senior members of staff, the Manager and, if necessary, the 
Police.  Every effort must be made to ensure that all children, 
especially the child to be collected, receives a high standard of 
care in order to cause no or as little distress as possible. 

- If children or the child to be collected becomes agitated or 
distressed, they must be reassured and comforted. 

- Establish if a senior member of staff recognises the person and 
can verify the identity of the person to establish that the person 
is authorised to collect the child. 

- If staff do not recognise the person collecting a child, they must 
refuse to allow the collection. Even if the child recognises the 
person. 

- If the identity of the person cannot be verified the Supervisor 
or Manager must alert all staff to the situation to ensure that 
the person does not gain access beyond the security doors. 
Staff need to be extra vigilant. 

- Ensure that children that may be at potential risk return inside 
the nursery premises and ensure all security doors are 
secured and locked at all times. 

- Be the main point of contact for staff, the parent, a person 
attempting to collect the child. 

- Contact the parent to obtain permission for the collection of the 
child.   

- The child must only be released when the parent has given 
authorisation through the Password Collection System. 

 
If the parent does not or cannot give permission the child must not be 
released. 
 If the identity of the person cannot be verified after the Password 

Collection 
 Supervisor or Manager must explain politely to the person 

attempting the collection that they are not permitted to allow them 
to remove the child. 

 Escort the person outside the perimeter security gates. 
 Politely request that they leave the childcare premises. 
 Ensure that the person leaves the childcare premises. 

 
Dealing with confrontation: 
 If the person refuses to leave the premises, becomes aggressive 

or violent or attempts an unauthorised removal of a child contact 
the police immediately on 999. 

 Instruct the person to wait outside.  Inform them that you are 
contacting the police.  

 Start to perform a lockdown.  
 Refer to Prevent Duty - Policy and Procedure.   
 Do not leave any children unattended.  
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Uncollected Child 
 Parents of children starting at the setting are asked to provide the 

following specific information which is recorded on our 
Registration Form: 

- Home address and telephone number - if the parents do not 
have a telephone, an alternative number must be given, 
perhaps a friend, neighbour or close relative. 

- Place of work, address and telephone number (if applicable). 
- Mobile telephone number (if applicable). 
- Names, addresses, telephone numbers and signatures of 

parent(s), and we identify those authorised by the parents to 
collect their child from the setting, for example a childminder 
or grandparent. 

- Who has parental responsibility for the child. 
- Information about any person who does not have legal access 

to the child. 
 On occasions when parents are aware that they will not be at 

home or in their usual place of work, they need to inform us in 
writing of how they can be contacted. 

 On occasions when parents or the persons normally authorised to 
collect the child are not able to collect the child, they provide us 
with written details of the name, address and telephone number of 
the person who will be collecting their child. We agree with parents 
how to verify the identity of the person who is to collect their child. 

 Parents are informed that if they are not able to collect the child 
as planned, they must inform us so that we can begin to take back-
up measures. We provide parents with our contact telephone 
number. 

 We inform parents that we apply our child protection procedures 
in the event that their children are not collected from setting by an 
authorised adult within one hour after the setting has closed and 
the staff can no longer supervise the child on our premises. 

 If a child is not collected at the end of the session/day, we follow 
the procedures below: 

- The child’s file is checked for any information about changes 
to the normal collection routines. 

- If no information is available, parents/carers are contacted at 
home or at work. 

- If this is unsuccessful, the adults who are authorised by the 
parents to collect their child from the setting – and whose 
telephone numbers are recorded on the Registration Form – 
are contacted. 

- All reasonable attempts are made to contact the parents or 
nominated carers. 

- The child does not leave the premises with anyone other than 
those named on the Registration Form or in their file. 

- If no-one collects the child after the setting has closed and 
there is no-one who can be contacted to collect the child, we 
apply the procedures for uncollected children. 

- We contact our local authority children’s social care team: 
 

Telephone Number:  

 

Out of hours Duty 

Officer / Team 

 

 

- The child stays at setting in the care of two fully vetted workers 
until the child is safely collected either by the parents or by a 
social care worker. 

- Social Care will aim to find the parent or relative if they are 
unable to do so, the child will become looked after by the local 
authority. 

- Under no circumstances will staff go to look for the parent, nor 
do they take the child home with them. 

- We ensure that the child is not anxious and do not discuss our 
concerns in front of them. 

- A full written report of the incident is recorded on NIAB on the 
child’s log.  

 

             
      

             
 

          
         

     
 

 

   

 

 

 

        
 

    

   

  

 

 Depending on circumstances, we reserve the right to charge 
parents for the additional hours worked by our staff. 

 
 Ofsted may be informed: 

Ofsted: 

Telephone Number: 03001231231 

Weblink: https://www.gov.uk/guidance/report-a-

serious-childcare-incident 

 

 Our local Authority may be informed: 
Local Early Years Team: 

Telephone number:  

Email:  

 

Additional Contacts: 

 

Telephone number:  

Email:  

 

 

Telephone number:  

Email:  

 

https://www.gov.uk/guidance/report-a-serious-childcare-incident
https://www.gov.uk/guidance/report-a-serious-childcare-incident
https://www.gov.uk/guidance/report-a-serious-childcare-incident
https://www.gov.uk/guidance/report-a-serious-childcare-incident
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1.9 Missing child 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Our manager, together with our director/or a representative of our 
management team speaks with the parent(s) and explains the 
process of the investigation. 

 The parent(s) may also raise a complaint with us or Ofsted. 
 Each member of staff present writes an incident report detailing: 

- The date and time of the incident. 
- Where the child went missing from e.g. the setting or an outing 

venue. 
- Which staff/children were in the premises/on the outing and 

the name of the staff member who was designated as 
responsible for the missing child. 

- When the child was last seen in the premises/or on the outing, 
including the time it is estimated that the child went missing. 

- What has taken place, describing the scene / activity or event 
or detailed overview of the day/ time and/or place.   

- The report is counter-signed by the senior member of staff and 
the date and time added. 

 A conclusion is drawn as to how the breach of security happened. 
 If the incident warrants a police investigation, all our staff co-operate 

fully. In this case, the police will handle all aspects of the 
investigation, including interviewing staff and parents. Children’s 
social care may be involved if it seems likely that there is a child 
protection issue to address. 

 In the event of disciplinary action needing to be taken, Ofsted are 
advised. 

 Area manager / director must inform the insurance provider and 
potentially seek legal advice.  

 
Managing people 
 Missing child incidents are very worrying for all concerned. Part of 

managing the incident is to try to keep everyone as calm as 
possible.  It is understandable to feel anxious in these 
circumstances.  

 There may be incidents whereby parents are displaying anger, 
impatience and they may be afraid. The manager needs to ensure 
that staff under investigation are not only fairly treated but receive 
support while feeling vulnerable.  We deal with all matters calmly.  

 The parents will feel angry, and fraught. They may want to blame 
staff and may single out one staff member over others; they may 
direct their anger at the setting leader. When dealing with a 
distraught and angry parent, there should always be two members 
of staff, one of whom is the manager and the other should be the 
area manager or representative for the directors. No matter how 
understandable the parent’s anger may be, aggression or threats 
against staff are not tolerated, and the police should be called. 

 The other children may also be sensitive to what is going on around 
them. They too may be worried. The remaining staff caring for them 
need to be focused on their needs and must not discuss the 
incident in front of them. They should answer children’s questions 
honestly but also reassure them. 

 In accordance with the severity of the final outcome, staff may need 
counselling and support. If a child is not found, or is injured, or 
worse, this will be a very difficult time. The chair person, area 
manager or director will use their discretion to decide what action 
to take. 

 Our staff must not discuss any missing child incident with the press 
without taking advice. 

 

 
Policy 
 
Children’s safety is maintained as the highest priority at all times, both on and off premises. Every attempt is made through carrying out the 
outing’s procedure and the exit/entrance procedure to ensure the security of children is maintained at all times. In the unlikely event of a child 
going missing, our missing child procedure is followed. 

Procedures 
 
Child going missing on the premises 
 As soon as it is noticed that a child is missing the key person/staff 

alerts the manager. 
 The manager calls the police and reports the child as missing and 

then calls the parent. 
 The manager will carry out a thorough search of the building and 

garden. 
 The register is checked to make sure no other child has also gone 

astray. 
 Doors and gates are checked to see if there has been a breach of 

security whereby a child could wander out. 
 The manager talks to the staff to find out when and where the child 

was last seen, reviews CCTV and records this. 
 The manager contacts the area manager and/or director and reports 

the incident. The area manager comes to the setting immediately to 
carry out an investigation, with the management where applicable. 
 

Child going missing on an outing 
This describes what to do when staff have taken a small group on an 
outing, leaving the setting leader and/or other staff back in the setting. If 
the manager has accompanied children on the outing, the procedures 
are adjusted accordingly. What to do when a child goes missing from a 
whole setting outing may be a little different, as parents usually attend 
and are responsible for their own child. 

 As soon as it is noticed that a child is missing, staff on the outing 
ask children to stand with their designated carer and carry out a 
headcount to ensure that no other child has gone astray.  

 One staff member searches the immediate vicinity but does not 
search beyond that. 

 Our senior staff member on the outing contacts the police and 
reports that child as missing. 

 The manager is contacted immediately (if not on the outing) and the 
incident recorded. 

 Our manager contacts the parent(s). 
 Our staff take the remaining children back to the setting as soon as 

possible. 
 According to the advice of the police, a senior member of staff, or 

our manager where applicable, should remain at the site where the 
child went missing and wait for the police to arrive.  

 A recent photo and a description of what the child is wearing is given 
to the police. 

 Our manager contacts our area-manager and/or director and 
reports the incident. Our area manager and/or director comes to our 
premises immediately to carry out an investigation, with our 
management team. 

 Our staff keep calm and do not let the other children become 
anxious or worried. 

 
The investigation 
 Ofsted are informed as soon as possible and kept up-to-date with 

the investigation. 
 Our area manager and/or director, carries out a full investigation, 

taking written statements from all our staff and volunteers who were 
present. 
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1.10 Mobile phones, electronic devices, media 
    and social networking 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Personal Electronic Devices  
 The use of personal electronic devices whilst on duty within the 

childcare environment is strictly forbidden. 
 Staff must ensure that personal devices are not carried about 

their person during working hours and are stored in lockers or 
locked away, although these can be used in the staff room(s) 
during rest and lunch breaks or outside of the premises.   

 At the beginning of each individual’s shift, personal devices are 
stored in lockers or locked away in the staff room.  Electronic 
Devices cannot be left out, unsupervised or left on charge.  We 
ask that these are turned off or put on silent. 

 Using any personal electronic device to take pictures or video 
clips of children is not allowed. 

 If our members of staff or volunteers take their own electronic 
devices on outings, they must not use them when responsible for 
a group of children as this will distract them. 

 Parents and visitors are requested not to use their personal 
device 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 
electronic device where there are no children present and 
accompanied by a member of the management team. 

 Personal electronic devices must not be used to purchase online, 
goods or products, register to subscriptions, or download apps 
with the company’s details unless authorised by a manager or 
director. 

  Employees are not permitted to spend ‘contracted time’ on 
personal devices for personal matters (for example: arranging a 
holiday, shopping, looking at personal interest websites). 

 

 
Policy 
 
We take steps to ensure that there are effective procedures in place to protect children, young people, vulnerable adults and the setting/ company 
from the unacceptable use of mobile phones, electronic devices, any content and/or social networking. 

Procedures 
 
Personal mobile phones 
 Staff must ensure that personal mobile phones belonging to our 

staff and volunteers are not carried about their person during 
working hours and are stored in lockers or locked away, although 
these can be used in the staff room(s) during rest and lunch breaks 
or outside away from the premises.   

 Personal mobile phones are not used on the premises during 
working hours. 

 At the beginning of each individual’s shift, personal mobile phones 
are stored in lockers or locked away in the staff room. Mobile 
phones cannot be left out, unsupervised or left on charge.  We ask 
that these are turned off or put on silent. 

 In the event of an emergency, personal mobile phones may be used 
in privacy, where there are no children present, with permission from 
the manager 

 Our staff and volunteers ensure that the work telephone number is 
known to their immediate family and other people who need to 
contact them in an emergency. 

 Where trips are taken outside of the setting a company mobile 
phone is provided by the manager.  Staff may take a personal 
mobile and use in emergencies.  We advise that the electronic 
devices used are fully charged and switched on for the duration of 
the trip and contact details shared with working colleagues.   

 If our members of staff or volunteers 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. (Nor should they 
use their personal device for anything other than an emergency.) 

 Using any personal mobile phones (or other electronic devices) to 
take pictures or video clips of children is not allowed. 

 Our staff and volunteers will not use their personal mobile phones 
for taking pictures or videos of children on outings. 

 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 and accompanied by a member 
of the management team. 

 
Electronic Devices 
The use of electronic devices (for example: phones, cameras, 
computers, tablet computers, laptops, music players, game consoles, 
removable storage devices, memory cards, USB pens, smart watches, 
video cameras and/ or any similar devices) could expose children in the 
setting’s care to potential safeguarding risks and could distract people 
from full supervision and interaction with the children as well as 
portraying an unprofessional image to parents and visitors. Therefore, 
the following rules on personal and company electronic devices apply: 
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Company Electronic Devices 
 Electronic devices and ICT equipment are supplied and owned by 

the setting.  
 Any electrical devices supplied by the setting are not to be taken 

home. (Unless permission is given by a member of the 
management team) 

 Any electronic device broken will be investigated and if applicable 
the setting have employees consent to make ‘authority to make 
deductions’. 

 Children are supervised when using electronic devices. 
 Where trips are taken outside of the setting company electronic 

devices may be used if authorised by the manager.  We advise that 
the electronic devices used are fully charged. 

 Photographs and recordings of children are only taken for valid 
reasons, (for example: to record their learning and development, 
for displays within the setting, or to record class event). 

 Camera and video use is monitored by the setting’s director(s) 
manager(s) and room supervisor(s). 

 Company electronic devices must not be used to promote or run 
other commercial businesses. 

 Company electronic devices must not be used to download 
unauthorised content or distribute games, music or pictures from 
the internet for personal use. They can bring viruses with them, use 
up capacity on the servers and potentially breach copyright. 

 Company electronic devices must not be used to purchase online 
goods or products, register to subscriptions, or download apps 
unless authorised by a director.  

 Staff are not permitted to spend ‘contracted time’ on personal 
matters (for example: arranging a holiday, shopping, looking at 
personal interest websites) using company electronic devices. 

 Staff and volunteers must access support or training if they are 
unfamiliar with how to use a piece of equipment or software.   

 Staff and volunteers must keep passwords of any device private 
and confidential. 

 Electronic devices must be used in a safe and appropriate manner, 
and any staff or volunteers found to be mistreating the equipment 
may result in disciplinary action. 

 
Photographs and Videos 
Photographs and videos are an important tool to evidence the 
development and learning of the children and provide a valuable record 
of the child’s time at the setting; however, they need to be taken safely.  
The following guidelines should be adhered to: 
 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 parents provide written permission to do so (found on the 
individual child’s registration form on NIAB). 

 Pictures can only be taken with devices owned by the setting/ 
company. 

 Pictures and videos should only be stored on the setting’s own 
devices. 

 Under no circumstances should staff or volunteers remove pictures 
or videos from the setting. 
 

Appropriate and Inappropriate Use of Electronic Devices and Platforms 

Appropriate Use 
The setting encourages it employees to use the variety of devices and 
platforms which the company own to support and help them to 
communicate effectively (for example: phones, intercoms, cctv, the 
internet, e-mails, calendars, messaging, digital or scanned documents, 
software, printing).  We expect employees to use such devices and 
platforms which are associated to their job role and responsibility.  The 
setting support employees using these at work where this can save time 
and expense.  

Staff should ensure that they communicate effectively, be well structured 
and professional, portraying a good company image.  If staff are unsure 
about a procedure or propose which may breach this guidance then they 
should seek advice from their line manager and/ or director. 

 
 

 

Inappropriate Use 
The following are examples of inappropriate use: 
 Using the internet to gain access to private social media or emails. 
 Printing personal images off at work for home 
 Sending or receiving, downloading, or disseminating material that 

causes insults, offence or harasses others 
 Accessing pornographic, racist, or other inappropriate or unlawful 

material 
 Engaging in online chat rooms or gambling 
 Inappropriate use of security systems and content (for example: 

cctv, intercom(s)) 
 Forwarding electronic chain letters or similar materials 
 Sending or receiving messages or phone calls not associated to 

‘work’ 
 Transmitting unauthorised confidential information about the 

children, families, or the organisation 
 Downloading or playing computer games (unless authorised) 
 Copying copyrighted material owned by the setting  
 Downloading software and changing settings. (Unless authorised) 
 This is not an exhaustive list.   
 
Social Networking   
The setting encourages it employees to use the variety of social 
networking platforms which the company own to support and help them 
to communicate effectively (for example, Facebook, Blog, Website). 
However, it requires that employees ensure that their communication 
is well structured and professional, portraying a good company image.  
The setting respects employee’s right to a private life. However, the 
setting must also ensure that confidentiality and its reputation are 
protected. Therefore, when using social networking platforms, the 
following apply: 
 The setting(s) social networking platforms are published in a public 

domain.  This is used to share and network information to and from 
parents, carers, and nurseries. 

 The setting(s) social networking platforms are managed and 
policed by setting(s) management and directors.  It is strictly 
forbidden for anyone to tamper, edit or try to access the editing 
package.  The setting will contact the police to deal with any cyber-
attack or infringement. 

 All parents or carers give permission for their child’s photograph 
to be on social networking platforms.  Photographs can be sent to 
parents in advance if they wish it and also can be removed.   

 Our staff and volunteers do not create social networking platforms 
(for example: page, group, blog, website, app, group message) or 
anything associated to the setting or company without a director’s 
permission. You are free to set up personal platforms on the 
internet, provided that they do not: 

- breach the law, 
- disclose any of the setting’s confidential information,  
- breach copyright,  
- defame the company or its suppliers, customers or 

employees;  
- bring the organisation into disrepute,  
- disclose personal data, 
- disclose information about any individual that could 

breach the Data Protection Act 1998.  
 Our staff and volunteers do not enter into conversation(s) about a 

child or children. Under no circumstances should children that are 
currently registered/ or have been cared for by our setting(s) or 
company be discussed. 

 Our staff and volunteers do not search or add new clients of the 
setting or company to their private listing(s). We do not encourage 
parents or carers as friends on social networking platforms.  It is 
appreciated that some staff might have close friends or relatives 
who have children attending the setting and therefore might have 
them as friends on their profile. 

 Our staff and volunteers do not access their own personal social 
networking accounts during working hours or on the settings 
machines.   

 No videos or photographs of the premises (inside and outside) 
should be taken or used on any social networking platforms without 
a director’s permission. 
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 No videos or photographs of any registered children should be 
taken or used on any social networking  platforms without a 
director’s (or managers) and parent’s permission. 

 No videos or photographs of any staff or volunteers in uniform 
should be used on any social networking platforms. 

 Our staff and volunteers do not conduct themselves in a way that 
is detrimental to the early years setting.  

 Our staff and volunteers are aware that any inappropriate images 
on their personal sites may place your professional persona in 
jeopardy.  

 We advise all to take care not to allow interactions on these social 
networking platforms to damage working relationships between 
employees and clients of the setting or company. 

 Parents and carers can leave reviews about the setting on the 
social networking platforms which are setup and monitored by the 
company.  Any slander or derogatory comments will be taken down 
and investigated and if necessary person(s) blocked. 

 Parents and carers cannot upload or post their own media content 
(for example: promotion, album, videos or photographs etc…) to 
any social networking platform(s).  The settings manager and 
director(s) are responsible for which content is displayed and/ 
marketed. 

 Parents, carers and visitors can ‘join’ or ‘request to join’ a registered 
approved group or site associated with the company.  

 
 
Cyber bullying 
The setting is committed to ensuring that all of its staff are treated with 
dignity and respect at work. Bullying and harassment of any kind will not 
be tolerated in the workplace. The setting can provide clear guidance on 
how bullying and harassment can be recognised.  
 
Cyber-bullying methods could include using text messages, mobile 
phone calls, instant messenger services, by circulating photos or video 
clips or by posting comments on web sites, blogs or in chat rooms. 
Personal blogs that refer to colleagues without their consent is also 
unacceptable. Staff who cyber-bully a colleague could also face criminal 
prosecution under various laws, including the Malicious 
Communications Act 1988. 
 

Monitoring 
The setting reserves the right, to monitor any and all aspects of its 
electronic resources. This includes: data, email and voice mail boxes, 
and other employer provided electronic storage systems. The setting 
also reserves the right for business and security purposes to audit and 
monitor the information on all systems, electronic mail, telephone and 
information stored on computer systems or media, without advance 
notice.  

The setting also reserves the right to retrieve the contents of any 
employee communication in these systems.  This process is in place to 
maintain the integrity of the setting’s electronic systems, the rights of the 
other users, and to ensure compliance with the settings policies and 
obligations. 

 

 

 
CCTV 
Our settings are securely monitored by a CCTV surveillance systems. 
The Manager/Owner is responsible for the operation of the system for 
ensuring compliance with this policy. 
 
The use of CCTV is a vital feature and used as a supportive management 
tool within childcare setting.  CCTV operators have certain duties and 
responsibilities to those whose images are caught on camera.  Our 
settings complies with the Information Commissioners CCTV Code of 
Practice to ensure it is used responsibly and safeguards both trust and 
confidence in its continued use. 
 
The use of CCTV and the associated images is covered by the Data 
Protection Act 1998. This policy outlines our use of CCTV and how it 
complies with the Act and is associated with the Data Protection policy, 
the provisions of which should always be adhered to. 
 
Our system comprises of fixed position cameras, a monitor, digital hard 
drive recorder and public information sign(s). Cameras are located at 
strategic points on the premises. No camera is hidden from view and all 
will be prevented from focusing on areas of private accommodation such 
as toilets. Signs are prominently placed to inform staff, children, parents 
and visitor that a CCTV installation is in use. The digital recorder and 
single effectiveness of the limited system it is not possible to guarantee 
that the system will detect every incident taking place on the site. 
 
Purpose of the System: 
The system has been installed with the primary purpose to assist our 
management team monitoring: 

 Staff interaction with children. 
 Ensuring children are appropriately cared for. 
 Facilitate the identification of any activities/event which might 

warrant disciplinary proceedings being taken against staff 
and assist in providing evidence to the Manager. 

 Reducing the threat of a child being abducted. 
 Damaged to the building. 
 Theft. 
 Assist in the prevention and detection of crime. 
 Helping ensure the safety of all the users, staff, children, 

parents and visitors, consistent with the respect for the 
individual’s privacy. 

 Deter those having criminal intent. 
 

  
Recording 
Digital recordings are made using a digital video recorder operating in 
real mode, monitoring the site continuously 24 hours a day. Images will 
normally be retained for between 5 to 7 days from the date of the 
recording and they will then automatically overwritten.   
 
Access 
Viewing of the recorded images of CCTV will be restricted to the Manager 
within the office, also to those staff who need to have access in 
accordance with the purpose of the system. Out of hours, the area 
manager, owners will have access to CCTV images via secure remote 
access to assist in maintaining the security of the premises. This is not a 
“webcam” facility; parents will not have access to view recordings. 
 
Our system will not be used to provide images for the world-wide-web or 
record any sound. The setting and its contents is not used or shared with 
the public and/or clients. As a setting we must protect the identity of 
others (children/ adults) that potentially may be at risk.  
Refusal to disclose images may be appropriate where the release would 
be likely to cause substantial and unwarranted upset, damage or said 
risk to that individual (child/ or adult). 
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Software or Programmes 
 Software and/or programmes is purchased or licenced by the 

directors for the sole use of the setting(s). 
 The purpose of using software and/or programmes is to: 
 Access NIAB (Nursery in a box software): 

(ie: Staff & Children’s Records, Registers & Occupancy Details, 
Fees & Invoicing, Child & Group Observations, EYFS profile, 
Monthly Reports, Cohorts, Holiday & Sickness, Timesheets, 
Employee Employment Details)  

 Our staff use software and/or programmes to record, support, 
update, review and assess. Data from these are stored on the 
tablets and on the secure management suites.   

 Staff and volunteers must not introduce or use their own software 
and/or programmes.  Staff cannot change company platforms or 
systems without consulting and obtaining the approval of a director.  
Software and/or programmes are standardised and consistent 
intentionally throughout the businesses.  

 Staff and volunteers must access support or training if they are 
unfamiliar with how to use software and/or programmes.  However, 
staff must show a willingness to learn. 

 Staff must not share passwords or access to our systems.  These 
may include but not limited to: the Staff Portal, NIAB or any web 
Management Suite (emails, OneDrive or Microsoft Teams) from 
outside the setting (unless authorised to do so, for example: 
manager network meeting).  Data is available on the Web 
Management Suite only to users within the setting with the 
appropriate password.  

 Software and/or programmes must be used in a safe and 
appropriate manner, and any staff or volunteers found to be 
mistreating, purposely deleting or damaging data stored may result 
in disciplinary action. 

 Observations and assessments may be emailed to parents, in 
which case the parent will have given their permission and the 
email address that they would like it to be sent to.  

 Software and/or programmes need to be suitable for the age 
groups.  Children are not to download, upload or be unsupervised.  

 Staff must not use their own personal devices to access software 
of programmes owned by the business.  

 
Staff and volunteers found to be in breach of this policy will be subject to 
an investigation which may lead to disciplinary action.  Employees who 
breach this policy could also face criminal prosecution under various 
laws. 
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Employee Recognition  
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Acknowledgement  
 
By acknowledging this document, you understand and accept the responsibilities to ensure you carry out these policies and procedures. 
Where more specific guidance is required, support and guidance should be sort. As an employee, you comply with the contents as part of your 
contract of employment. You therefore, understand that this handbook may be altered from time to time and you will be kept informed of any changes 
therein. 
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Acknowledgement  
 
By acknowledging this document, you understand and accept the responsibilities to ensure you carry out these policies and procedures. 
Where more specific guidance is required, support and guidance should be sort. As an employee, you comply with the contents as part of your 
contract of employment. You therefore, understand that this handbook may be altered from time to time and you will be kept informed of any 
changes therein. 



25 
 

 
 
 

Employee Recognition  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Print Name Signature: Date: 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
Acknowledgement  
 
By acknowledging this document, you understand and accept the responsibilities to ensure you carry out these policies and procedures. 
Where more specific guidance is required, support and guidance should be sort. As an employee, you comply with the contents as part of your 
contract of employment. You therefore, understand that this handbook may be altered from time to time and you will be kept informed of any 
changes therein. 
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