
Shenfield Day Nursery 
 Safeguarding Children Policy 

 
At Shenfield Day Nursery we work with children, parents, external agencies and the 
community to ensure the welfare and safety of children and to give them the very best start in 
life. Children have the right to be treated with respect, be helped to thrive and to be safe from 
any abuse in whatever form. 
 
We support the children within our care, protect them from maltreatment and have robust 
procedures in place to prevent the impairment of children’s health and development. In our 
setting, we strive to protect children from the risk of radicalisation and we promote acceptance 
and tolerance of other beliefs and cultures (please refer to our inclusion and equality policy for 
further information). Safeguarding is a much wider subject than the elements covered within 
this single policy, therefore this document should be used in conjunction with the nursery’s 
other policies and procedures.  
 
 
Legal framework and definition of safeguarding 

• Children Act 1989 and 2004 

• Childcare Act 2006  

• Safeguarding Vulnerable Groups Act 2006 

• The Statutory Framework for the Early Years Foundation Stage (EYFS) 2017  

• Working together to safeguard children 2015 (updated 2017) 

• Keeping children safe in education 2016 

• What to do if you’re worried a child is being abused 2015 

• Counter-Terrorism and Security Act 2015. 

 
 
Policy intention 
To safeguard children and promote their welfare we will: 

• Create an environment to encourage children to develop a positive self-image 

• Provide positive role models and develop a safe culture where staff are confident to 
raise concerns about professional conduct 

• Support staff to notice the softer signs of abuse and know what action to take 

• Encourage children to develop a sense of independence and autonomy in a way that 
is appropriate to their age and stage of development 

• Provide a safe and secure environment for all children 

• Promote tolerance and acceptance of different beliefs, cultures and communities 

• Help children to understand how they can influence and participate in decision-
making and how to promote British values through play, discussion and role 
modelling 

• Always listen to children 

• Provide an environment where practitioners are confident to identify where children 
and families may need intervention and seek the help they need 

• All staff will work with other agencies in the best interest of the child, including as part 
of a multi-agency team, where needed. 

 
 
The nursery aims to: 

• Keep the child at the centre of all we do  

• Ensure staff are trained right from induction to understand the child protection and 
safeguarding policy and procedures, are alert to identify possible signs of abuse 



(including the signs known as softer signs of abuse), understand what is meant by 
child protection and are aware of the different ways in which children can be harmed, 
including by other children through bullying or discriminatory behaviour 

• Be aware of the increased vulnerability of children with Special Educational Needs 
and Disabilities (SEND) and other vulnerable or isolated families and children  

• Ensure staff understand how to recognise early indicators of potential radicalisation 
and terrorism threats and act on them appropriately in line with national and local 
procedures 

• Ensure that all staff feel confident and supported to act in the best interest of the 
child, share information and seek the help that the child may need 

• Ensure that all staff are familiar and updated regularly with child protection training 
and procedures and kept informed of changes to local/national procedures, including 
thorough annual safeguarding newsletters and updates 

• Make any child protection referrals in a timely way, sharing relevant information as 
necessary in line with procedures set out by the Safeguarding Children Board  

• Make any referrals relating to extremism to the police (or the Government helpline) in 
a timely way, sharing relevant information as appropriate  

• Ensure that information is shared only with those people who need to know in order 
to protect the child and act in their best interest  

• Keep the setting safe online using appropriate filters, checks and safeguards, 
monitoring access at all times 

• Ensure that children are never placed at risk while in the charge of nursery staff 

• Identify changes in staff behaviour and act on these as per the Staff Behaviour Policy 

• Take any appropriate action relating to allegations of serious harm or abuse against 
any person working with children or living or working on the nursery premises 
including reporting such allegations to Ofsted and other relevant authorities 

• Ensure parents are fully aware of child protection policies and procedures when they 
register with the nursery and are kept informed of all updates when they occur   

• Regularly review and update this policy with staff and parents where appropriate and 
make sure it complies with any legal requirements and any guidance or procedures 
issued by the Essex Safeguarding Children Board. 

 
We will support children by offering reassurance, comfort and sensitive interactions. We will 
devise activities according to individual circumstances to enable children to develop 
confidence and self-esteem within their peer group and support them to learn how to keep 
themselves safe. 
 
Contact telephone numbers 
Local authority Designated Officer (LADO) 03330 139797 
Ofsted 0300 123 4666    
Local Safeguarding Children Board (LSCB/Family operations Hub) 0345 6037627 
Non-emergency police 101  
Government helpline for extremism concerns 020 7340 7264 
 
 
Recording suspicions of abuse and disclosures 
Staff should make an objective record of any observation or disclosure, supported by the 
nursery manager or Designated Safeguarding Co-ordinator (DSCO). This record should 
include:  

• Child's name 

• Child's address 

• Age of the child and date of birth 

• Date and time of the observation or the disclosure 

• Exact words spoken by the child 



• Exact position and type of any injuries or marks seen 

• Exact observation of any incident including any concern was reported, with date and 
time; and the names of any other person present at the time 

• Any discussion held with the parent(s) (where deemed appropriate).  
 
These records should be signed by the person reporting this and the *manager/*DSCO, dated 
and kept in a separate confidential file.  
 
It may be thought necessary that through discussion with all concerned the matter needs to 
be raised with the local authority children’s social care team and Ofsted, and/or a Common 
Assessment Framework (CAF)*** (or form/process specific to Local Authority area) needs to 
be initiated.  
 
Staff must not make any comments either publicly or in private about the supposed or actual 
behaviour of a parent or member of staff.   
 
 
Female genital mutilation 
This type of physical abuse is practised as a cultural ritual by certain ethnic groups and there 
is now more awareness of its prevalence in some communities in England including its effect 
on the child and any other siblings involved. If you have concerns about a child relating to this 
area, you should contact children’s social care team in the same way as other types of physical 
abuse. There is a mandatory duty to report to police any case where an act of female genital 
mutilation appears to have been carried out on a girl under the age of 18, we will ensure this 
is followed in our setting.  
 
Honour Based Violence 
Honour based violence is a ‘crime or incident’ which has, or may have been committed to 
protect or defend the honour of the family and/or community. It is important to be alert to signs 
of distress and indications such as self-harm, absence from setting, infections resulting from 
female genital mutilation, isolation from peers, being monitored by family, not participating in 
setting activities, unreasonable restrictions at home. Where it is suspected that a child/young 
person is at risk from Honour based violence we will report those concerns to the appropriate 
agency to prevent this form of abuse taking place. 
 
Forced Marriage 
Shenfield Day Nursery does not support the idea of forcing someone to marry without their 
consent. 
 
Under-age Mariage 
In England, a young person cannot legally marry until they are 16 years old (without the 
consent of their parents or carers) nor have sexual relationships. 
 
 
Monitoring children’s attendance 
As part of our requirements under the statutory framework and guidance documents we are 
required to monitor children’s attendance patterns to ensure they are consistent and no cause 
for concern.  
Parents should please inform the nursery prior to their children taking holidays or days off, and 
all sickness should be called into the nursery on the day so the nursery management are able 
to account for a child’s absence.  
This should not stop parents taking precious time with their children, but enables children’s 
attendance to be logged so we know the child is safe. 



 
 
 
Staffing and volunteering 
Our policy is to provide a secure and safe environment for all children. We only allow an adult 
who is employed by the nursery to care for children and who has an enhanced clearance from 
the Disclosure and Barring Service (DBS) to be left alone with children. We will obtain 
enhanced criminal records checks (DBS) for all volunteers and do not allow any volunteers to 
be unsupervised with children.  
 
All staff will attend child protection training and receive initial basic child protection training 
during their induction period. This will include the procedures for spotting signs and behaviours 
of abuse and abusers/potential abusers, recording and reporting concerns and creating a safe 
and secure environment for the children in the nursery. During induction staff will be given 
contact details for the LADO (local authority designated officer), the local authority children’s 
services team, the Local Safeguarding Children Board (LSCB) and Ofsted to enable them to 
report any safeguarding concerns, independently, if they feel it necessary to do so.  
 
We have named persons within the nursery who take lead responsibility for safeguarding and 
co-ordinate child protection and welfare issues, known as the Designated Safeguarding Co-
ordinators (DSCO), there is always at least one designated person contactable during all 
opening hours of the setting.  
These designated persons will receive comprehensive training at least every three years and 
update their knowledge on an ongoing basis. 
 
 
The Designated Safeguarding Co-ordinators (DSCO) at the nursery are: Carla Groom & 
Emma Dear. 

 
 
Informing parents 
Parents are normally the first point of contact. 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 LSCB/ 
local authority children’s social care team/police does not allow this. This will usually be the 
case where the parent or family member is the likely abuser or where a child may be 
endangered by this disclosure. In these cases, the investigating officers will inform parents. 
 
Confidentiality 
All suspicions, enquiries and external investigations are kept confidential and shared only with 
those who need to know. Any information is shared in line with guidance from the LSCB.  
 
Support to families 
The nursery takes every step in its power to build up trusting and supportive relations among 
families, staff, students and volunteers within the nursery. 
 
 
Employees, students or volunteers of the nursery or any other person living or working 
on the nursery premises 
 
We have a Staff Behaviour Policy in place that supports us to monitor staff and changes in 
their character. Staff are aware of the need to disclose changes to circumstance and use the 
whistle blowing policy where required.  



 
 
 
Allegations against adults working or volunteering with children  
 
Allegations  
If an allegation is made against a member of staff, student or volunteer or any other person 
who lives or works on the nursery premises regardless of whether the allegation relates to the 
nursery premises or elsewhere, we will follow the procedure below.  
 
The allegation should be reported to the managers Carla Groom (DSCO) & Nikki Munday. If 
this person is the subject of the allegation or not available then please report this to Emma 
Dear (DSCO).  
 
The Local Authority Designated Officer (LADO), Ofsted and the LSCB will then be informed 
immediately in order for this to be investigated by the appropriate bodies promptly:  

• The LADO will be informed immediately for advice and guidance 

• If as an individual you feel this will not be taken seriously or are worried about the 
allegation getting back to the person in question then it is your duty to inform the LADO 
yourself directly 

• A full investigation will be carried out by the appropriate professionals (LADO, Ofsted, 
LSCB) to determine how this will be handled  

• The nursery will follow all instructions from the LADO, Ofsted, LSCB and ask all staff 
members to do the same and co-operate where required 

• Support will be provided to all those involved in an allegation throughout the external 
investigation in line with LADO support and advice 

• The nursery reserves the right to suspend any member of staff during an investigation  

• All enquiries/external investigations/interviews will be documented and kept in a locked 
file for access by the relevant authorities 

• Unfounded allegations will result in all rights being reinstated 

• Founded allegations will be passed on to the relevant organisations including the local 
authority children’s social care team and where an offence is believed to have been 
committed, the police, and will result in the termination of employment. Ofsted will be 
notified immediately of this decision. The nursery will also notify the Disclosure and 
Barring Service (DBS) to ensure their records are updated 

• All records will be kept until the person reaches normal retirement age or for 21 years 
and 3 months years if that is longer. This will ensure accurate information is available 
for references and future DBS checks and avoids any unnecessary reinvestigation  

• The nursery retains the right to dismiss any member of staff in connection with founded 
allegations following an inquiry 

• Counselling will be available for any member of the nursery who is affected by an 
allegation, their colleagues in the nursery and the parents. 

 
Further guidance can be found in the SET procedure blue file, this is located in the office in 
the red file labelled ‘Ofsted guides/legal requirements/SET procedures’ this is on a disk. 
 
 
Extremism – the Prevent Duty  
Under the Counter-Terrorism and Security Act 2015 we have a duty to refer any concerns of 
extremism to the police (In Prevent priority areas the local authority will have a Prevent lead 
who can also provide support).  
 



This may be a cause for concern relating to a change in behaviour of a child or family member, 
comments causing concern made to a member of the team (or other persons in the setting) 
or actions that lead staff to be worried about the safety of a child in their care.   
 
Alongside this we will be alert to any early signs in children and families who may be at risk of 
radicalisation, on which we will act and document all concerns when reporting further.  
 
 
E-Safety  
Our nursery is aware of the growth of internet use and the advantages this can bring. However, 
it is also aware of the dangers and strives to support children, staff and families in using the 
internet safely.  
 
Within the nursery we do this by:  

• Ensuring we have appropriate antivirus and anti-spyware software on all devices and 

updating them regularly  

• Ensuring content blockers and filters are on our computers, laptops and any mobile 

devices 

• Ensure management monitor all internet activities in the setting 

• Using approved devices to record/photograph in the setting 

• Never emailing personal or financial information 

• Reporting emails with inappropriate content to the internet watch foundation (IWF 

www.iwf.org.uk) 

• Children don’t have access to the internet unless a special activity is planned and 

children are supervised at all times. If this is accessed children’s screen time is 

monitored to ensure they remain safe online and have access to material that promotes 

their development. 

• Talking to children about ‘stranger danger’ and deciding who is a stranger and who is 

not, comparing people in real life situations to online ‘friends’ 

• We abide by an acceptable use policy, ensuring staff only use the work IT equipment 

for matters relating to the children and their education and care. No personal use will 

be tolerated. 

 
Our nursery has a clear commitment to protecting children and promoting welfare. Should 
anyone believe that this policy is not being upheld, it is their duty to report the matter to the 
attention of the Nursery managers Carla Groom and Nikki Munday at the earliest opportunity.  
 
 
 
 
 
 
 
 
 
 
 

This policy was adopted 
on 

Signed on behalf of the 
nursery 

Date reviewed 

July 2017 
Carla Groom 
Nikki Munday 

 



Whistleblowing Policy 
  
 
Whilst we expect all our colleagues, both internal and external, to be professional at all times 

and hold the welfare and safety of every child as their paramount objective, there may be 

occasions where this may not be happening.  

 

It is vital that all team members talk through any concerns they may have with their line 

manager at the earliest opportunity to enable any problems to be ironed out as soon as they 

arise.  

 

We recognise that there may be occasions where this may not happen and we have in place 
a procedure for staff to disclose any information that suggests children’s welfare and safety 
may be at risk.   
 

Disclosure of information  

If, in the course of your employment, you become aware of information which you reasonably 

believe tends to show one or more of the following, you MUST use the nursery’s disclosure 

procedure set out below:  

 

• That a criminal offence has been committed or is being committed or is likely to be 

committed 

• That a person has failed, is failing or is likely to fail to comply with any legal obligation 

to which they are subject (e.g. EYFS, National Minimum Standards, National Care 

Standards) 

• That a miscarriage of justice that has occurred, is occurring, or is likely to occur 

• That the health or safety of any individual has been, is being, or is likely to be, 

endangered 

• That the environment, has been, is being, or is likely to be, damaged 

• That information tending to show any of the above, is being, or is likely to be, 

deliberately concealed. 

 

Disclosure procedure 

• If this information relates to *child protection/*safeguarding then the nursery *child 

protection/*safeguarding policy should be followed, with particular reference to the staff 

and volunteering section 

• Where you reasonably believe one or more of the above circumstances listed above 

has occurred you should promptly disclose this to your manager so that any 



appropriate action can be taken. If it is inappropriate to make such a disclosure to your 

manager (i.e. because it relates to your manager) you should speak to the next in 

charge. 

• Employees will suffer no detriment of any sort for making such a disclosure in 

accordance with this procedure.  For further guidance in the use of the disclosure 

procedure, employees should speak in confidence to the *nursery manager/*owner 

• Any disclosure or concerns raised will be treated seriously and will be dealt with in a 

consistent and confidential manner and will be followed through in a detailed and 

thorough manner 

• Any employee who is involved in victimising employees who make a disclosure, takes 

any action to deter employees from disclosing information or makes malicious 

allegations or disclosures in bad faith will be subject to potential disciplinary action 

which may result in dismissal 

• Failure to report serious matters can also be investigated and potentially lead to 

disciplinary action which may result in dismissal 

• Any management employee who inappropriately deals with a whistleblowing issue 

(e.g. failing to react appropriately by not taking action in a timely manner or disclosing 

confidential information) may be deemed to have engaged in gross misconduct which 

could lead to dismissal. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This policy was adopted 
on 

Signed on behalf of the 
nursery 

Date reviewed 

July 2017 
Carla Groom 
Nikki Munday 

 



Camera, Mobile Phone and Recording Device Use 

  
 
This policy refers to all information storage devices including cameras, mobile telephones and 
any recording devices including smartphones and smartwatches. 
 
We recognise that photographs and video recordings play a part in the life of the nursery. We 
ensure that any photographs or recordings taken of children in our nursery are only done on 
the Nursery Tablet with prior written permission from each child’s parent and only share photos 
with parents in a secure manner. We obtain this when each child is registered and we update 
it on a regular basis to ensure that this permission still stands.  
 
We ask for individual permissions for photographs and video recordings for a range of 
purposes including: use in the child’s learning journey; for display purposes. We ensure that 
parents understand that where their child is also on another child’s photograph, but not as the 
primary person, that may be used in another child’s learning journey.  
 
If a parent is not happy about one or more of these uses, we will respect their wishes and find 
alternative ways of recording their child’s play or learning.   
 
Staff are not permitted to take any photographs or recordings of a child on their own 
information storage devices e.g. cameras, mobiles or smartwatches and may only use those 
provided by the nursery. The nursery manager will monitor all photographs and recordings to 
ensure that the parents’ wishes are met and children are safeguarded.  
 
Parents are not permitted to use any recording device or camera (including those on mobile 
phones or smartwatches) on the nursery premises without the prior consent of the manager.  
 
We ask that photos of events such as Christmas parties are not posted on any social media 
websites/areas without permission from parents of all the children included in the picture. 
 
Applicable for settings using Online Learning Journals only 
We use tablets in the rooms to take photos of the children and record these directly on to their 
electronic learning journeys. We ensure that these devices are used for this purpose only and 
do not install applications such as social media sites on to these devices. We also do routine 
checks to ensure that emails and text messages (where applicable) have not been sent from 
these devices and remind staff of the whistleblowing policy if they observe staff not following 
these safeguarding procedures.  
  
 
 
 
 
 
 
 
 
 
 

This policy was adopted 
on 

Signed on behalf of the 
nursery 

Date reviewed 

July 2017 
Carla Groom 
Nikki Munday 

 



Mobile Phone, Smartwatches and Social Networking  
  
 
We promote the safety and welfare of all children in our care. We believe our staff should be 
completely attentive during their hours of working to ensure all children in the nursery receive 
good quality care and education. To ensure the safety and well-being of children we do not 
allow staff to use personal mobile phones or smartwatches during working hours. We use 
mobile phones supplied by the nursery to provide a means of contact in certain circumstances, 
such as outings. 
 
We require our staff to be responsible and professional in their use of social networking sites 
in relation to any connection to the nursery, nursery staff, parents or children.  We ask parents 
and visitors to respect and adhere to our policy. 
 
Staff must adhere to the following:  

• Mobile phones/smartwatches are either turned off or on silent and not accessed during 
your working hours 

• Mobile phones/smartwatches can only be used on a designated break and then this 
must be away from the children 

• Mobile phones/smartwatches should be stored safely in the staff room at all times 
during the hours of your working day 

• Staff must not post anything on to social networking sites such as Facebook that could 
be construed to have any impact on the nursery’s reputation or relate to the nursery or 
any children attending the nursery in any way 

• Staff must not post anything on to social networking sites that could offend any other 
member of staff or parent using the nursery 

• If staff choose to allow parents to view their page on social networking sites this 
relationship must remain professional at all times 

• If any of the above points are not followed then the member of staff involved will face 
disciplinary action, which could result in dismissal. 

 
Parents and visitors’ use of mobile phones, smartwatches and social networking 
Whilst we recognise that there may be emergency situations which necessitate the use of a 
mobile telephone, in order to ensure the safety and welfare of children in our care and share 
information about the child’s day, parents and visitors are kindly asked to refrain from using 
their mobile telephones whilst in the nursery or when collecting or dropping off their children. 
 
We promote the safety and welfare of all staff and children and therefore ask parents and 
visitors not to post, publically or privately, information about any child on social media sites 
such as Facebook and Twitter. We ask all parents and visitors to follow this policy to ensure 
that information about children, images and information do not fall into the wrong hands. 
 
Parents/visitors are invited to share any concerns regarding inappropriate use of social 
media through the official procedures (please refer to the partnership with parents policy, 
complaints procedures and grievance policy)’.  
 
 
 
 

This policy was adopted 
on 

Signed on behalf of the 
nursery 

Date reviewed 
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Monitoring Staff Behaviour Policy 
 
We take the safety and welfare of our children and staff seriously. This policy ensures staff 
behave in an appropriate manner to act as a role model for and protect all children in their 
care. Within this policy we will also ensure that any changes to staff behaviours or ways of 
working are closely monitored, discussed and supported to ensure all children are 
safeguarded throughout their time here.  
 
Expected staff behaviour  
Within our nursery we expect our staff to: 

• Put our children first, their safety, welfare and ongoing development is the most 
important part of their role 

• Behave as a positive role model for the children in their care by remaining professional 
at all times and demonstrating caring attitudes to all 

• Work as part of the wider team, cohesively and openly 

• Be aware of their requirements under the EYFS Statutory Framework and the nursery 
policies and procedures designed to keep children safe from harm whilst teaching 
children and supporting their early development 

• React appropriately to any safeguarding concerns quickly and concisely in accordance 
to the nursery / Local authority procedures and training received  

• Not share any confidential information relating to the children, nursery or families using 
the facility   

• Maintain the public image of the nursery and do nothing that will pull the setting into 
disrepute  

• Report to management immediately any changes in personal life that may impact on 
the ability to continue the role. These may include (but not limited to) changes in police 
record, medication, people living in the same premises, any social service involvement 
with their own children. 

 
Monitoring staff behaviour 
Within the nursery we:  

• Conduct regular peer observations using all staff and management, during which we 
will look at interactions with children and their peers 

• Have regular supervisions with all staff in which ongoing suitability will be monitored 
and recorded 

• Use a whistleblowing policy that enables team members to discuss confidentially any 
concerns about their colleagues    

• Operate staff suitability forms and clauses in staff contracts to ensure any changes to 
their suitability to work with children are reported immediately to management 

• Ensure all new staff members are deemed suitable with the appropriate checks as 
detailed in the safeguarding policy. 

 
Some behaviours that may cause concern and will be investigated further:  

• Change in moods 

• Sudden change in religious beliefs / cultural beliefs (may be a sign of radicalisation)  

• Changes in the way of acting towards the children or the other members of the team 
(becoming more friendly and close, isolation, avoidance, agitation etc.)  

• Sudden outbursts 

• Becoming withdrawn  

• Secretive behaviours 

• Missing shifts, calling in sick more often, coming in late 

• Standards in work slipping  

• Extreme changes in appearance. 



 
Procedures to be followed:  
If we have a concern about changes in staff behaviour within the nursery, an immediate 
meeting will be called with the individual and a member of management to ascertain how the 
person is feeling. We will aim to support the staff wherever possible and will put support 
mechanisms in place where appropriate.   
 
Ultimately we are here to ensure all staff are able to continue to work with the children as long 
as they are suitable to do so, but if any behaviours cause concern about the safety or welfare 
of the children then the procedure on the safeguarding policy will be followed as in the case 
of allegations against a team member and the Local Authority Designated officer (LADO) will 
be called.  
 
All conversations, observations and notes on the staff member will be logged and kept 
confidential.  
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