
 

Safeguarding children 

Safeguarding children and child protection 

(Including managing allegations of abuse against a member of staff) 

 

Policy statement 

High Littleton Pre-School 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. 

 

Procedures 

 

Staff and volunteers 

▪ Our designated person (a member of staff) who co-ordinates child protection issues is: 

Karen Grinham – Karen has completed a level 3 Advance Safeguarding course with BANES 

▪ Our back up persons in the absence of Karen is: 

Charlotte Curtis has completed level 3 Advanced Safeguarding course. 

▪ Our designated officer (a committee member) who oversees this work is: Lara Turner-Rogers 

▪ We ensure all staff and parents are made aware of our safeguarding policies and procedures. 

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

▪ Applicants for posts within the setting are clearly informed that the positions are exempt from the 

Rehabilitation of Offenders Act 1974.  

▪ Candidates are informed of the need to carry out 'enhanced disclosure' checks with the Disclosure and 

Barring Service (DBS) where possible these are obtained before the successful candidate starts 

employment, if still awaiting DBS when candidate starts then the successful candidate will not be left 

alone with children or allowed to carry out personal hygiene with the children until the DBS is obtained 

▪ Where applications are rejected because of information that has been disclosed, applicants have the 

right to know and to challenge incorrect information. 

▪ We abide by Ofsted requirements in respect of references and Disclosure and Barring Service checks 

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

or has access to the children. 

▪ Volunteers do not work unsupervised and regular volunteers will obtain an enhanced DBS. 



▪ We abide by the Protection of Vulnerable Groups Act requirements in respect of any person who is 

dismissed from our employment, or resigns in circumstances that would otherwise have lead 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 via locked doors, supervision of any 

visitors that may need to carry out work such as, fire extinguisher checks. 

▪ All staff have attended foundation child protection training (2017) – this is updated every 3 years. 

 

Responding to suspicions of abuse 

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

well as neglect. 

 
Child abuse manifests itself in a variety of different ways, some overt and others much less so, the 
definitions and signs are as follows: 
 
Physical Abuse:  This involves hitting, shaking, throwing, burning, suffocating or any other physical harm.  
Deliberately causing a child’s ill health also constitutes physical abuse. 
 
Physical Abuse Signs 

• Unexplained recurrent injuries or burns  
• Improbable excuses or refusal to explain injuries  
• Wearing clothes to cover injuries, even in hot weather  
• Refusal to undress for gym  
• Bald patches  
• Chronic running away  
• Fear of medical help or examination  
• Self-destructive tendencies  
• Aggression towards others  
• Fear of physical contact - shrinking back if touched  
• Admitting that they are punished, but the punishment is excessive (such as a child being beaten 

every night to 'make him study')  
• Fear of suspected abuser being contacted  

Sexual Abuse:  This involves forcing or enticing a child to take part in sexual activities, whether or not the 
child is aware what is happening.  The activities may involve physical contact, including penetrative or non-
penetrative acts.  Showing children pornographic materials, sexual activities, or encouraging children to 
behave in sexually inappropriate ways also constitutes sexual abuse. 
 
Sexual Abuse Signs 

• Being overly affectionate or knowledgeable in a sexual way inappropriate to the child's age  
• Medical problems such as chronic itching, pain in the genitals, venereal diseases  
• Other extreme reactions, such as depression, self-mutilation, suicide attempts, running away, 

overdoses, anorexia  



• Personality changes such as becoming insecure or clinging  
• Regressing to younger behaviour patterns such as thumb sucking or bringing out discarded cuddly 

toys  
• Sudden loss of appetite or compulsive eating  
• Being isolated or withdrawn  
• Inability to concentrate  
• Lack of trust or fear of someone they know well, such as not wanting to be alone with a babysitter 

or child minder  
• Starting to wet again, day or night/nightmares  
• Become worried about clothing being removed  
• Suddenly drawing sexually explicit pictures  
• Trying to be 'ultra-good' or perfect; overreacting to criticism  

Emotional Abuse:  Varying degrees of emotional abuse is present in virtually all child protection incidents, 
but can also constitute abuse in its own right.  Emotional abuse involves persistent or severe emotional ill-
treatment or torture causing, or likely to cause severe adverse effects on emotional stability of a child.  
Such behaviour may involve conveying to a child that they are worthless, unloved, or inadequate, or 
making them feel unnecessarily frightened or vulnerable. 

 
 
Emotional Abuse Signs 

• Physical, mental and emotional development lags  
• Sudden speech disorders  
• Continual self-depreciation ('I'm stupid, ugly, worthless, etc')  
• Overreaction to mistakes  
• Extreme fear of any new situation  
• Inappropriate response to pain ('I deserve this')  
• Neurotic behaviour (rocking, hair twisting, self-mutilation)  
• Extremes of passivity or aggression  

 
Neglect: Neglect is the persistent failure to meet a child’s basic physical, emotional or psychological needs, 
such as is likely to have a severe impact on their health, development or emotional stability.  Neglect may 
involve failing to provide adequate food, shelter or clothing for a child, or failing to adequately protect 
them from physical harm or ill health. Neglect can also manifest itself in a failure to meet the basic 
emotional needs of a child. 
 
Neglect Signs 

• Constant hunger  
• Poor personal hygiene  
• Constant tiredness  
• Poor state of clothing  
• Emaciation  
• Untreated medical problems  
• No social relationships  
• Compulsive scavenging  
• Destructive tendencies  



Note: A child may be subjected to a combination of different kinds of abuse. 
It is also possible that a child may show no outward signs and hide what is happening from everyone  

 

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

this may be demonstrated through the things they say (direct or indirect disclosure) or through 

changes in their appearance, their behaviour, or their play. 

▪ Where such evidence is apparent, the practitioner who has witnessed this makes a dated record of the 

details of the concern and discusses what to do with Karen Grinham Designated Person/ Pre-School 

leader. The information is stored within the confidential safeguarding folder. 

▪ We refer concerns to the BANES Locality Teams and co-operate fully in any subsequent investigation. 

NB In some cases this may mean the police or another agency identified by the Local Safeguarding 

Children’s Board.  In out of hours we contact the Emergency Duty Team or if child in immediate danger 

we contact 999 for police assistance. 

▪ We take care not to influence the outcome either through the way we speak to children/adults or by 

asking questions of children/adults.  

▪ We use the detailed procedures and reporting format contained in the Pre-school Learning Alliance’s 

publication ‘Child Protection Record for use in Early Years Settings’ when making a referral to children’s 

social care or other appropriate agencies. 

 

Recording suspicions of abuse and disclosures 

▪ Where a child makes comments to a member of staff that gives cause for concern (disclosure), 

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 she or he will take action; 

▪ does not question the child; 

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

includes: 

▪ the date and time of the observation or the disclosure; 

▪ the exact words spoken by the child as far as possible; 

▪ the name of the person to whom the concern was reported, with 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. 

 



Making a referral to the BANES Locality team 

▪ The Pre-school Learning Alliance's publication 'Child Protection Record’ contains detailed procedures 

for making a referral to the local social care team, as well as a template form for recording concerns 

and making a referral. This is based on ‘What to do if you’re worried a child is being abused’ (HMG 

2006). 

▪ We keep a copy of this document and follow the detailed guidelines given. 

▪ All members of staff are familiar with the Alliance’s Child Protection Record and follow the procedures 

for recording and reporting. 

 

SEE ATTACHED -  FLOWCHART ONE REFERRAL PROCESS – COPY  DISPLAYED IN OFFICE  

 

Informing parents 

Parents are normally the first point of contact and if we have a concern about a child we will share these 
concerns with parents/carers. However, if sharing these concerns put the child at risk of significant or 
further harm we will seek advice from the referral and assessment team 
 
If a suspicion of abuse is recorded, parents are informed at the same time as the report is made, except 
where the guidance of the Local Safeguarding Children Board does not allow this. This will usually be the 
case where the parent is the likely abuser. In these cases, the investigating officers will inform parents. 

 

Liaison with other agencies 

▪ We work within the Local Safeguarding Children Board guidelines. 

▪ We have a copy 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 – a copy is kept in the Sunshine Room. 

▪ We have procedures for contacting the local authority on child protection issues, including maintaining 

a list of telephone numbers of designated locality team, to ensure that it is easy, in any emergency, for 

the setting and locality teams to work well together. 

 
Contact Details 
 
If you wish to make a child protection referral or discuss concerns about a child you can contact the 
following numbers for Bath and North East Somerset: 
 
Bath Locality Team (for children who live in the central Bath area) 
01225 396312 
 
North East Somerset Locality Team (for children who live outside the central of Bath) 
01225 396313 
 
In out of hours situations contact: Emergency Duty Team 
01454 615165 
 



Police – Child Protection Team 
Duty Desk: 01225 842786 
 
 
If you are concerned the child is in immediate danger call the police on 
999 
 
If allegations are made about a member of staff or other adult in your setting you must contact the 
Local Authority Designated Officer (LADO) 
Mel Argles: 01225 396810 
 
To report any allegations to Ofsted (which must be done within 14 days of receiving the 
allegation/complaint) 
 
Complaints/concerns/General Contact Line: 0300 123 1231 

 

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

arrangements which may affect the wellbeing of children. 

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

kept -  0808 800 5000 email: help@NSPCC.org.uk 

▪ If a referral is to be made to BANES Locality team, we act within the area’s Safeguarding Children and 

Child Protection guidance in deciding whether we must inform the child's parents at the same time. 

▪ If a referral is made about a child to social care team, the setting will inform LADO so they can offer 

setting support. 

 

Allegations against staff 

▪ 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 follow the guidance of the Local Safeguarding Children Board when responding to any complaint 

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

occupied by the setting, has abused a child. 

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

the setting, or anyone living or working on the premises occupied by the setting, may have taken, or is 

taking place, by first recording the details of any such alleged incident.  

▪ We refer any such complaint immediately to the local authorities designated officer (LADO) to 

investigate. We also report any such alleged incident to Ofsted and 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. 



▪ Where the management committee and LADO agree it is appropriate in the circumstances, the 

chairperson 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. 

▪ If there is an allegation against a member of staff, the setting must inform, Social Care Team, Ofsted 

and LADO. 

 

Disciplinary action 

▪ Where a member of staff or a volunteer is dismissed from the setting because of misconduct relating to 

a child, we notify the Independent Barring Board administrators so that the name may be included on 

the Protection of Children and Vulnerable Adults Barred List. 

 

Training 

▪ We seek out training opportunities for all adults involved in the setting to ensure that they are able to 

recognise the signs and signals of possible physical abuse, emotional abuse, sexual abuse and neglect 

and that they are aware of the local authority guidelines for making referrals. 

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

▪ Staff are aware of the importance and urgency to bring to the designated person’s attention any 

suspicions they may have regarding other adult’s inappropriate behaviour who are in regular contact 

with the setting; such examples of inappropriate behaviour would be; inappropriate sexual comments; 

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

inappropriate sharing of images.  Any suspicions must be brought immediately to the Pre-School 

Leader, who will investigate the matter with the Chairperson and discuss with LADO. 

Planning 

▪ The layout of the rooms allows for supervision and communication through open doors and corridors in 

a one-to-one situation without being visible or audible 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 Board.  

 

Use of mobile phones 

In connection with publicity regarding early years’ settings using mobile phones inappropriately and 
breaching safeguarding this policy is in situ to ensure that children continue to be safeguarded within our 
setting to a high standard. 
 
All staff, students, volunteers and visitors are to place their mobile phones in the office. 
 
All staff, students and volunteers are asked to give out the High Littleton Pre-School landline number if 
they need to be contacted during the times they are working.  In the instance that staff, volunteers, 
students or visitors need to use their mobiles, they are to seek permission from the Pre-school leader (or 
deputy in their absence) and take it into an area where no children are present.   
 
In the case of an extreme emergency that a member of staff, volunteer, student or visitor needs to be 
contacted on their own personal mobile in the session then the phone will left out on the managers desk. 
 
Staff, volunteers, students and visitors are made aware of the importance of this policy and asked to 
support its implementation at High Littleton Pre-School order to maintain a high level of safeguarding for 
all at High Littleton Pre-School. 
 
Use of photographs and Videos 

At High Littleton Pre-School, we use photography equipment; photographs are used within children’s 
learning journeys, and displays.  With permission, some photographs are used to advertise our pre-school, 
such as via our website.  We occasionally use video recording equipment, to record activities and also 
situations that may assist in staff training. 
 
In order to safeguard the privacy, dignity, safety and well being of children, written consent is gained from 
the parents/carers and agreement, where possible, from the children, is always sought before an image is 
taken for any purpose.  Careful consideration is given as to how activities involving the taking/recording of 
images are organised and undertaken.   
 
All photographs are kept within a locked office when High Littleton Pre-School is not in session, along with 
the laptop, where images are downloaded in order to be printed.  Photographs on the laptop are deleted 
regularly.  At High Littleton Pre-School, we have access to two cameras and two memory cards; these are 
also left on site in our locked office.  It is agreed that once a child has left High Littleton Pre-School the 
images of them will be destroyed and not retained for further use.   
 
 
 
Employees will not take photographs of children for their personal use and Employees must: 
 

• Be clear about the purpose of the activity and about what will happen to the images when the 

activity is concluded. 

• Be able to justify images of children in their possession. 



• Ensure the child understands why the images are being taken and has agreed to the activity and 

that they are appropriately dressed. 

• Only use equipment provided or authorised by High Littleton Pre-School. 

• Report any concerns about any inappropriate or intrusive photographs found. 

• Always ensure they have parental permission to take and/or display photographs. 

 
This means that employees must not: 

• Display or distribute images of children unless they have consent to do so from parents/carers – 

this is listed in the back of the register alongside each child’s emergency contact details. 

• Use images which may cause distress. 

• Take images ‘in secret’, or taking images in situations that may be construed as being secretive. 

 

Support to families 

▪ We believe in building trusting and supportive relationships with families, staff and volunteers in the 

group. 

▪ We make clear to parents our role and responsibilities in relation to child protection, such as for the 

reporting of concerns, providing information, monitoring of the child, and liaising at all times with 

BANES Locality Teams. 

▪ We will continue to welcome the child and the family whilst investigations are being made in relation 

to any alleged abuse. 

▪ We follow the Child Protection Plan as set by the child’s designated officer in relation to the setting's 

designated role and tasks in supporting that child and their family, subsequent to any investigation. 

▪ Confidential records kept about a child are shared with the child's parents or those who have parental 

responsibility for the child in accordance with the Confidentiality and Client Access to Records 

procedure and only if appropriate under the guidance of the Local Safeguarding Children Board. 

▪  

 

This policy was adopted at a meeting of High Littleton Pre-School   

Held on September 2018 (date) 

Date to be reviewed September 2019 (date) 

Chairpersons signature Lara Turner-Rogers 

Name of signatory Karen Grinham  

Role of signatory (e.g. chair/owner) Pre-School Leader 


