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 5 Safeguarding and Child Protection 
 

This policy will give clear direction to staff, volunteers, visitors and parents about 

the expected behaviour and our legal responsibility to safeguard and promote the 

welfare of all children at our organisation. 

 

At Shipdham Playgroup we are committed to providing an environment which ensures 

children are safe from potential abuse and we will respond to any suspicion of abuse 

in a way that respects the child’s rights. 

At all times, our first concern will be the child.  Children whose condition or behaviour 

has given cause for concern will be listened to, reassured and helped to understand 

that they themselves are valued and respected and that they are not at fault. 

‘Shipdham Playgroup is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this 

commitment’. (Children’s Workforce Development Council, 2009) 

 

Our Safeguarding Lead Practitioner is – Annette Watts 

 

Our Deputy Safeguarding Practitioner is – Sarah Lucken 

 

Committee safeguarding officer – Hollie / Becci Page  

 

The aims of the policy 
 

The aims of Shipdham playgroup’s safeguarding policy is to ensure every child at our 

setting is safe and protected from harm. This means we will always work to: 

 

• To ensure every child who attends the setting is safe and protected from harm. 
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• To ensure all those working in the setting, either paid or unpaid have a clear 

understanding of the legal responsibility to safeguard and promote the welfare 

of all children. 

• Ensure that our children and young people grow up in circumstances consistent 

with the provision of safe and effective care 

 

• To ensure parents/carers have a clear understanding of the legal 

responsibilities relating to safeguarding and promoting the welfare of all 

children.  

• To prevent impairment of health or development. 

• Undertake that role so as to enable children to have optimum life chances and 

enter adulthood successfully.  

 

1. OUR ETHOS 

 

Shipdham Playgroup believes the aims of this policy can be met by: 

 

• A philosophy where a child’s welfare is central and children and young people 

are supported by safe and effective care. 

• Maintaining a culture where adults are encouraged to share concerns and can 

follow whistle-blowing and child protection referral procedures. 

• Where adults are well trained and knowledgeable about safeguarding issues. 

• Where positive relationships with parent/carers are an important part of 

practice.  

• Where those working in the setting, whether paid or unpaid, undertake their 

roles in a professional manner enabling children and young people to have 

optimum life chances.  

 

2. Roles and responsibilities 

• All adults who come into contact with our children have a duty of care to 

safeguard and promote their welfare. 
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• All staff whether visitors and professionals have a duty to maintain 

confidentiality at all times  

 

• The Committee/Registered person have a responsibility to ensure a member 

on the committee is trained in Safeguarding so they understand what to do if a 

child protection issue arises with a member of staff or within the setting. The 

named person is currently Hollie /Becci Page.  It is also their duty to ensure 

that Child Protection training needs is met by the staff and to ensure 

sufficient funds are available in order to meet the costs.  

• The Manager has a duty to ensure the staff attend Child Protection training 

and keep this updated. They must ensure that staff appraisals are carried out 

annually, and staff supervisions carried out on a regular basis throughout the 

year. This is to ensure staff are up to date with safeguarding and are given an 

opportunity to share concerns in confidence   that they may have regarding any 

of their key children or children/staff in the setting. 

• Safeguarding Lead Practitioner (SLP) – The SLP for Shipdham Playgroup 

Annette Watts. 

• The Safeguarding Lead Practitioner is the person who will deal with any issues 

regarding Child Protection.  

• Responsible for taking the lead on any issues within the setting raised by the 

staff.  

• Responsible for consulting Children’s Services for advice, making a referral, 

reporting any incidents or inappropriate behaviour by the staff to the Local 

Authority Designated Office (LADO) and for liaising, where necessary, with 

the committee named person.     

• Attending any multi-agency meetings and where necessary writing reports and 

contributing to Child Protection Plans.  

• Talking to parents/carers about concerns, where appropriate.  

• Keeping and storing of records.  

Deputy Safeguarding Lead Practitioner (SLP) – is Sarah Lucken who will take on the 

responsibility in the absence of Annette Watts 



4 | P a g e  

updated September 2018 

 

 

3. PROCEDURES 

 

Procedure to report an adult who has worked  with children 

Allegations against staff 

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

staff or volunteers within the setting. 

▪ We respond to any inappropriate behaviour displayed by members of staff, 

volunteer or any other working on the premises, which includes: 

- inappropriate sexual comments; 

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

responsibilities, or inappropriate sharing of images. 

▪ We follow the guidance of the Local Safeguarding Children Board when responding 

to any complaint that a member of staff or volunteer within the setting, or 

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

▪ We ensure that all staff or volunteer know how to raise concerns about a member 

of team within the setting and the procedure to escalate their concerns if they 

are not satisfied with our response. 

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

staff or volunteer within the setting, or anyone working on the premises, 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 Authority Designated 

Officer (LADO) to investigate: Local Authority Designated Officers (LADO In 

the first instance email LADO@norfolk.gov.uk alternatively call 01603 223473) 

▪ 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. 

mailto:LADO@norfolk.gov.uk
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▪ Where the management team and children’s social care agree, it is appropriate 

in the circumstances, the member of staff or volunteer will be suspended 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. 

• A Flowchart which outlines the process where there is an allegation against an 

adult in the setting or a person over 16yrs who may be working on the premises 

is included with the Child Protection Allegations against Staff.  

• Details of any action taken and decisions reached should be kept on the adult’s 

personnel file.   

• Further information for parents can be found on the Ofsted ‘parents’ poster 

displayed in the setting together with the management of allegations referral 

process.  (Appendix 2) 

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. 

 

Procedure to report any concerns that you may over a child 

Recording suspicions of abuse and disclosures 

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

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

concern, such as significant changes in behaviour; deterioration in general well-

being; unexplained bruising, marks or signs of possible abuse or neglect; that 

member of staff: 
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- listens to the child, offers reassurance and gives assurance that she or he will 

take action; 

- does not question the child; 

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

disclosure that includes: the date and time of the observation or the disclosure; 

the exact words spoken by the child as far as possible; the name of the person 

to whom the concern was reported, with the date and time; and the names of 

any other person present at the time. 

▪ These records are signed and dated and kept in the child's personal file, which 

is kept securely and confidentially.  

▪ The member of staff acting as the 'designated person' is informed of the issue at 

the earliest opportunity, and within 1 working day. 

▪ Where the Local Safeguarding Children Board stipulates the process for 

recording and sharing concerns, we include those procedures alongside this 

procedure and follow the steps set down by the Local Safeguarding Children Board. 

(see Apendix 3) 

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

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 work 

services, about whether or not to advise parents beforehand, and should record and 

follow the advice given 

▪ If there are any immediate concerns about the child’s safety, then the Manager 

or Deputy contacts the MASH (Multi Agency Safeguarding Hub) team within one 

working day (03448008020) 

▪ Give details of concern including name of alleged victim and parent/carers. Record 

details of conversation. 
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▪ Manager will inform Ofsted (03001231231 ) and record including name of the 

person spoken to.  

▪ The Manager is responsible for keeping a clear and detailed summary of any 

allegations made. 

▪ Details of how the allegation was followed up and resolved. 

▪  

 

Informing parents 

▪ Parents are normally the first point of contact. Concerns are discussed with 

parents to gain their view of events, unless it is felt that this may put the child in 

greater danger. 

▪ Parents are informed when we make a record of concerns in their child’s file and 

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

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

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

Local Safeguarding Children Board does not allow this, for example, where it is 

believed that the child may be placed in greater danger.  

▪ This will usually be the case where the parent is the likely abuser 

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 work 

services, about whether or not to advise parents beforehand, and should record and 

follow the advice given. 

4, Pre-existing injuries  

If a child has a pre-existing injury you are required to inform a member of staff and 

will be asked to fill out a form stating the nature of the injury and how it happened. 

Also on the form you will need to mark the area on a body map attached to the form. 
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This information will be kept in our incident and accident folder. Please make sure 

you let staff know if your child sustains an injury at home. 

 

5, Prevent duty  

In order for schools and childcare providers to fulfil the Prevent duty, it is essential 

that staff are able to identify children who may be vulnerable to radicalisation, and 

know what to do when they are identified. Protecting children from the risk of 

radicalisation should be seen as part of schools’ and childcare providers’ wider 

safeguarding duties, and is similar in nature to protecting children from other harms 

(e.g. drugs, gangs, neglect, sexual exploitation), whether these come from within their 

family or are the product of outside influences. (taken from The Prevent duty 

Departmental advice for schools and childcare providers June 2015) 

 

If a child is suspected to be identified as being radicalised then the following will be 

followed 

 

Our normal procedure should be followed as above 

 

6, TRAINING and Recruitment  

 

Staff, students, volunteers or regular visitors will be informed of the safeguarding 

arrangements, policy and practice at induction. They will be given a copy of the 

Safeguarding/Child Protection policy and informed of any updates as they occur. 

 

Our Safeguarding Lead Practitioner is – Annette Watts 

 

Our Deputy Safeguarding Practitioner is – Sarah Lucken 

 

 

 New members of staff or volunteer will have an induction period that will include 

essential safeguarding information. This programme will include basic safeguarding 

training relating to signs and symptoms of abuse, how to manage a disclosure from a 

child, how to record and issues of confidentiality, familiarising themselves with the 

Safeguarding in early years and childcare Guidance for early years and childcare 

settings in Norfolk. The induction will also remind staff and volunteers of their 

responsibility to safeguard all children and the remit of the role of the Safeguarding 

Lead Practitioner (SLP). 

 

All regular visitors and volunteers to our setting will be told where our policy is kept, 

they will be given a set of safeguarding procedures, they will be told who our SLP and 

deputy are and what the recording and reporting system is. 
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Parents and carers will be informed of our legal duty to assist our colleagues in other 

agencies with child protection enquiries and what happens should we have cause to 

make a referral to Children’s Services. 

 

Parents will sign a consent form at the start of their child’s involvement with the 

playgroup, which includes any vital health or otherwise notable information. It also 

requests permission for photographs to be taken for promotional purposes only. 

 

 

• Safeguarding will always be on the agenda at staff meetings to give staff an 

opportunity to talk about procedures/policies etc. and for regular updates to 

be shared by the SLP.  

• Staff also have an opportunity to talk about safeguarding at individual 

supervision time and we have an open-door policy for all staff. 

 

• All staff will undertake appropriate safeguarding training and this will be 

updated every three years. 

 

• We actively encourage all of our staff to keep up to date with the most recent 

local and national safeguarding advice and guidance. This can be accessed on  

www.lscb.norfolk.gov.uk 

 

• The SLP should be used as a first point of contact for concerns and queries 

regarding any safeguarding concern in our organisation. 

 

We are committed to Safer Recruitment in line with the recommendations of the 

Norfolk County Council and the NSCB. Our safer recruitment process for early years 

and childcare policy and process is written to comply with the ‘Safeguarding in early 

years and childcare guidance’ and the Early Years Foundation Stage Statutory 

Framework (2012). (Please policy 14) 

7, Home Visits 

 

As a setting, we offer Home Visits to help the child and family settle We take care 

to ensure the safety of our staff and families and for this reason home visits are 

done by two members of staff. (Please see policy 22). 

http://www.lscb.norfolk.gov.uk/
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8, Positive contact 

 

There are times when children need comfort and reassurance throughout the day and 

this could involve physical contact for example after a fall, separation from 

parent/carer, illness or tired. As a setting, we encourage the children to ask for a 

cuddle if they need one or want it sit on a member of staff lap as we feel that this is 

a positive for the children knowing they have someone they can go to. 

When making this judgement staff will take in to consideration: - 

 

• Use their professional judgment to comfort or reassure a child in an age-

appropriate way whilst maintaining clear professional boundaries. 

• Never touch a child in a way which may be considered indecent 

• Record and report situations which may give rise to concern from either party 

• Not assume that all children seek physical comfort if they are distressed. 

• Always encourage children, where possible, to undertake self-care tasks 

independently  

• Be aware of cultural or religious views about touching and always be sensitive 

to issues of gender 

Staff or volunteers who do not have a current DBS will direct children to another 

member of staff for comfort. 

 

9, Sharing, Recording and monitoring  

 

 If we are concerned about the welfare or safety of any child or adults in our setting 

we will record their concern on the agreed report form and give this to the SLP. 

 

 Any information recorded will remain confidential and be kept in a separate named 

file, in a secure cabinet and not with the child’s file; this filing cabinet is located in 

the manager’s office. These files will be the responsibility of the SLP and information 

will only be shared within the setting on a need to know basis for the protection of 

the child. 

 

 Reports of a concern to the SLP must be made in writing and signed and dated by the 

person with the concern. 

Child who transfers to another setting 
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If a child leaves the setting who we have concerns about we would have a duty to 

inform social care. If there has been any safeguarding information stored on a family 

this would be transferred to the relevant person in the new setting / school. 

Shipdiham Playgroup would inform you be informed of the transfer of records and 

you would be asked to sign to say you have been informed. The information will then 

be handed over to the relevant person who will also sign to say they have taken 

possession of this information. This sheet will then stay our setting as a record of a 

procedure.  

10, OTHER RELEVANT POLICIES 

 

To underpin the values and ethos of our setting and our intent to ensure our children 

are appropriately safeguarded the following policies are also included under our 

safeguarding umbrella; 

 

• Lone Working 

• Code of Conduct 

• Confidentiality 

• Health and Safety 

• Whistle Blowing 

• Complaints 

• First aid  

• Mobile phone and internet policy 

 

11, SAFEGUARDING LEAD PRACTITIONER 

 

For year 2015- 2016 the following designated staff are in post; 

 

SLP – ANNETTE WATTS  

DEPUTY SLP – SARAH LUCKEN 

If you need further information contact: 

Children’s Services 24 hours 0344 800 8014 

 

Norfolk Police 0845 456 4567 In an emergency please call 999 

 

Local Authority Designated Officers (LADO) LADO@norfolk.gov.uk Team 01603 

223473 

mailto:LADO@norfolk.gov.uk
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Email in the first instance there is always someone available during normal working 

hours. 

 

Norfolk Safeguarding Children Board (NSCB) Policies & Procedures 

www.lscb.norfolk.gov.uk 

 

Policies which link to this policy may include: 

 

Safer Recruitment  

Confidentiality 

Health and Safety 

Whistle Blowing 

Complaints 

First Aid 

 

This Policy has been approved by the members of Shipdham Playgroup committee: 

 

Signed on behalf of the committee:........................................................................................ 

 

Name of signatory.............................................................Date............................................... 

 

Role of signatory..................................................................................................................... 

 

Manager/Supervisor..........................................................Date.................................    

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 1 
Definitions of Abuse 
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What is abuse and neglect? 

 

‘Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a 

child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a 

family or in an institutional or community setting, by those known to them or, more rarely, by 

a stranger for example, via the internet. They may be abused by an adult or adults, or other 

child or children’. 

(Working Together to Safeguard Children (2010) 

Physical abuse 

 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, 

suffocating, or otherwise causing physical harm to a child. Physical harm may also be caused 

when a parent or carer fabricates the symptoms of, or deliberately induces, 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 cyber-bullying), 

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).  
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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 the 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 care-givers); or 

• ensure access to appropriate medical care or treatment. 

 

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


