
General Welfare Requirement: Safeguarding and Promoting Children’s Welfare 

The provider must take necessary steps to safeguard and promote the welfare of children. 
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1.1 Children’s rights and entitlements 
 
EYFS Key Themes and Commitments 

A Unique Child  1.2 Inclusive Practice 
Positive Relationships 2.1 Respecting Each Other 
Enabling Environments  3.2 Supporting Every Child 
Learning and Development  4.4 Personal, Social and Emotional Development 

Policy statement 
 
 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 care 

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 citizens, 

respecting the rights of others in a diverse world; and 
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 able 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; and 

 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. 

 

1.2 Safeguarding children and child protection 

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

EYFS Key Themes and Commitments 

A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.1 Respecting Each Other 
 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
Learning and Development 4.4 Personal, Social and Emotional Development 

Policy statement 
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.  

Procedures 
We carry out the following procedures to ensure we meet the three key commitments. 
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Key commitment 1 
The Horseshoe Community Pre-School is committed to building a 'culture of safety' in which children are 

protected from abuse and harm in all areas of its service delivery. 

 

Staff and volunteers 

 Our Designated Safeguarding Lead (DSL) who co-ordinates child protection issues are: 

Kerry O’Neill, who is deputised in her absence by Carol Clisby (DDSL).   

 Our designated officer (a committee member) who oversees this work is: 

The Chair Person 

 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 an enhanced disclosure and barring checks with the 

Disclosure and Barring Service (Enhanced DBS) before posts can be confirmed.  

 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 enhanced DBS check 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. 

 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 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. 

 If a parent wants to make a complaint/allegation of abuse against a staff member, they should initially 

speak to the Manager.  If the complaint/allegation of abuse concerns the Manager, the parent should 

contact the Chair of the management committee.  If they feel their concerns are not being dealt with 

appropriately, they can escalate their concerns by contacting Surrey LADO (Local Authority Designated 

Officer) on 0300 123 1650, Select option 3 LADO 
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Key commitment 2 
The Horseshoe Community Pre-School is 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 2006). 

 

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 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 child's key person makes a dated record of the details of the 

concern and discusses what to do with the manager who is acting as the 'designated person'. The 

information is stored in the child's personal file. 

 We refer safeguarding concerns to the Surrey SPA (Single Point of Access) 0300 4709100 and co-

operate fully in any subsequent investigation. 

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

questions of children. 

As this situation is not a regular one, we would seek advice from Surrey Safeguarding Children Board 

(SSCB) if we were in any doubt about a situation. 

 

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  

the 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 child's name, address and age; 

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

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

 the names of any other person present at the time. 
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 These records are signed and dated by the person who observed the incident or listened to the 

disclosure and kept in the child's personal file which is kept securely and confidentially. 

 

Making a referral to the Surrey social care team 

We work within the Surrey Safeguarding Children Board guidelines and follow procedures from the booklet 

‘What to do if you’re worried a child is being abused’ summary. 

 We keep a copy of this document in our Safeguarding folder and follow the detailed guidelines given. 

 We use the www.surreycc.gov.uk/safeguarding website regularly for updates/changes. 

 Single Point of Access (SPA) can be contacted on 0300 470 9100 (Mon - Fri  9am - 5pm) email - 

csmash@surreycc.gov.uk 

 LADO (Local Authority Designated Officer) Assessment Team can be contacted via the Contact Centre 

on 0300 200 1006 8am - 6pm.  

 Emergency Duty team out of hours 6pm to 8am 01483 517898 or Surrey Police 101 or 999 in an 

emergency. 

 Allegations will be reported to Ofsted as soon as is practicable, but at the latest within 14 days of the 

allegations being made.  OFSTED 0300 123 1231. 

  

Informing parents 

 If we have a concern about a child, we will share these concerns with parents/carers.  However, if 

sharing these concerns puts the child at risk of significant or further harm, we will seek advice from the 

duty manager at Surrey SPA. 

 

Liaison with other agencies 

 We work within the Surrey Safeguarding Children Board (SSCB) 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. 

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

a list of names, addresses and telephone numbers of social workers, to ensure that it is easy, in any 

emergency, for the setting and social services 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. 

 If a referral is to be made to the local authority social care department, 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. 

 We will only pass on child protection concerns/cases to other settings or school with parent/carer 

consent. 
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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 working on the premises occupied by the setting, which may include an 

allegation of abuse. 

 We follow the guidance of the Surrey Safeguarding Children Board 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. 

 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 authority's social care department to investigate. 

We also report any such alleged incident to Ofsted and what measures we have taken as soon as 

possible, but at the latest within 14 days of the allegation being made.  We are aware that it is an 

offence not to do this.  We also inform the parents of the child. 

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

the police. 

 Where the pre-school management committee and children’s social care agree it is appropriate in the 

circumstances, the chair person 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 

 Before any disciplinary action is taken against a member of staff, we will seek guidance from  

Surrey LADO – (Local Authority Designated Officer) 

Safeguarding Children Unit, Fairmont House, Bull Hill, Kingston Road, Leatherhead, KT22 7AH  

Phone: 0300 123 1620 – select option 3 or Email: LADO@surreycc.gov.uk   

 If there are more allegations after we have spoken to the Surrey County Council LADO, or if further 

clarification is needed, we shall contact the Surrey MASH by calling 0300 470 9100. 

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

to a child, we shall notify the Independent Safeguarding Authority (ISA) so that their name may be 

included on the Protection of Children and Vulnerable Adults Barred List. 
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Key commitment 3  
The Horseshoe Community Pre-School is committed to promoting awareness of child abuse issues 
throughout its training and learning programmes for adults. It is also committed to empowering young 
children, through its early childhood curriculum, promoting their right to be strong, resilient and listened 
to. 
 

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. 

 The Surrey Safeguarding Children Board (SSCB) Manual can be accessed on line at 

http://surreyscb.procedures.org.uk/ 

 

Staff Good Practice 

 The layout of the room allows for constant supervision. No child is left alone with volunteers in a one–

to-one situation without being supervised and visible to other members of staff. 

 Any parent-helper, volunteer or student is verbally informed that they are not allowed to accompany a 

child to the toilet without a staff member. 

 All students are given the Student Placement Policy before they join us so they are fully aware of these 

requirements. 

 If a child’s clothes are changed, another member of staff will be made aware of this, the staff member 

will then log the details into the Cloakroom Log (these include the child's name, the staff member who 

changed them, brief details, the date and time.)  

 Staff will leave mobile phones in their handbags in the cupboard. 

 

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. 
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Confidentiality 

 All suspicions and investigations are kept confidential and shared only with those who need to know.  

Any information is shared only under the guidance of the Local Safeguarding Children Board.  

 

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 the 

local children’s social care team. 

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

to any alleged abuse, if it is safe and appropriate to do so. 

 We will support parents, where necessary, by offering them our time, or referring them to outside 

agencies for support. 

 Subsequent to any investigation, we follow the Child Protection Plan as set by the child’s social care 

worker in relation to the setting's designated role and tasks in supporting that child and their family.  

 Confidential records kept on 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. 

 If we feel it is appropriate, we will instigate an Early Help Assessment on a child. 

 

Children’s Services Contact Centre 

Penrhyn Road, Kingston Upon Thames, KT1 2DN 

Telephone 0300 470 9100 open 9am-5pm, out of hours’ telephone (5pm – 9am) 01483 517898 

Local Authority Child Protection designated officer (LADO) 

Managing Allegation Strategy Meetings (MASM) 

Emergency Duty Desk – 0300 123 1650 

Secure e-mail address – masm.dutydesk@surrey.cc.gcsx.gov.us 

 

Supporting Children Team named person (allegations against adults working with children and young 

people) 

Telephone 01372 833826 

 

Ofsted 

Piccadilly Gate, Store Street, Manchester, M1 2WD 

Telephone 0300 123 1231 
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1.3  Prevent Duty Policy  
 

Prevent Duty Policy   August 2015  

 

This policy is prepared using the following publications  

 

DFE “The Prevent duty. Departmental advice for schools and childcare providers. June 2015”  

DFE “Keeping children safe in schools July 2015”  

HM Gov. channel Guidance- Preventing vulnerable people from being drawn into terrorism. 2015  

 

POLICY STATEMENT  

From 1 July 2015 all schools, registered early years childcare providers and registered later years childcare 

providers (referred to in this advice as ‘childcare providers’) are subject to a duty under section 26 of the 

Counter-Terrorism and Security Act 2015, in the exercise of their functions, to have “due regard to the 

need to prevent people from being drawn into terrorism”. This duty is known as The Prevent Duty. It 

applies to a wide range of public-facing bodies.  

 

What is Radicalism? 

 Radicalism refers to the process by which a person comes to support terrorism and forms of extremism.  

Protecting children from the risk of radicalisation is seen as part of The Horseshoe Community Pre-Schools 

wider safeguarding duties and is similar in nature to protecting children from other forms of harm and 

abuse.  During the process of radicalisation, it is possible to intervene to prevent vulnerable people being 

radicalised.  

 

There is no single way of identifying an individual who is likely to be susceptible to an extremist ideology.  It 

can happen in many different ways and settings.  

Specific background factors may contribute to vulnerability which are often combined with specific 

influences such as family, friends or online, and with specific needs for which an extremist or terrorist 

group may appear to provide an answer.  

The internet and the use of social media in particular has become a major factor in the radicalisation of 

young people.  

 

What is Extremism? 

 Extremism is vocal or active opposition to fundamental British values, including democracy, the rule of 

law, individual liberty and mutual respect and tolerance of different faiths and beliefs. We also include in 
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our definition of extremism calls for the death of members of our armed forces, whether in this country or 

overseas 

We can also build children’s’ resilience to radicalisation by promoting fundamental British values.  In the 

Pre-School we can emphasise this in daily work such as assisting the children’s personal, social and 

emotional development and understanding of the world.  

All staff are enhanced DBS checked.  The Pre-School will check any QTS employees via the government 

secure access portal.  

 

Risk assessment  

All the Pre-School staff, particularly the staff who work directly with the children are expected to assess the 

risk of children being drawn into terrorism, including support for extremist ideas that are part of terrorist 

ideology.  

This means being able to demonstrate both a general understanding of the risks affecting children and 

young people in the area and a specific understanding of how to identify individual children who may be at 

risk of radicalisation and what to do to support them.  

 

As with managing other safeguarding risks, staff should be alert to changes in children’s  

behaviour which could indicate that they may be in need of help or protection.  

Staff should use their professional judgement in identifying children who might be at risk  

of radicalisation and act proportionately, which may include making a referral to the Channel program (see 

appendix one for further information on Channel)  

 

Procedure for reporting concerns  

If a member of staff in the Pre-School has a concern about a particular child they should follow the Pre-

School’s normal safeguarding procedures, including discussing with the Pre-School’s DSL/DDSL (designated 

safeguarding lead/deputy lead), who will, where deemed necessary, take the correct action with children’s 

social care.  

You can also contact your local police force or dial 101 (the non-emergency number).  

They can talk to you in confidence about your concerns and help you gain access to support and advice. 

Also, they can advise if this would be a case for Channel.  

The Department for Education has dedicated a telephone helpline (020 7340 7264) to  

enable staff and governors to raise concerns relating to extremism directly.  

Concerns can also be raised by email to counter.extremism@education.gsi.gov.uk 
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Appendix one  

Channel  

Channel 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. It provides a mechanism for schools to make referrals if 

they are concerned that an individual might be vulnerable to radicalisation. An individual’s engagement 

with the programme is entirely voluntary at all stages.  

Section 36 of the CTSA 2015 places a duty on local authorities to ensure Channel panels  

are in place. The panel must be chaired by the local authority and include the police for  

the relevant local authority area. Following a referral, the panel will assess the extent to  

which identified individuals are vulnerable to being drawn into terrorism, and, where considered 

appropriate and necessary, consent is obtained for support to be  

provided to those individuals.  

 

Channel is available at:  

https://www.gov.uk/government/publications/channel-guidance  

 

Appendix Two  

Kerry O’Neill – Pre-School Manager/DSL 

Emma Lidefjard – Chair of the Committee 

 

Multi Agency Safeguarding Hub  

For consultations/advice on concerns about a child 0300 470 9100.  This number is available between 

09.00am to 05.00pm. Emergency Duty team out of hours 5pm to 9am 01483 517898 or Surrey Police 101 

or 999 in an emergency. 

 

The Department for Education has dedicated a telephone helpline (020 7340 7264) to enable staff and 

governors to raise concerns relating to extremism directly.  

 

Concerns can also be raised by email to counter.extremism@education.gsi.gov.uk  
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1.4 Looked after children 
 

EYFS Key Themes and Commitments 

A Unique Child 1.1 Child Development 
 1.2 Inclusive Practice 
 1.3 Keeping Safe 
Positive Relationships 2.1 Respecting Each Other 
 2.2 Parents as Partners 
 2.4 Key Person 
Enabling Environments 3.2 Supporting Every Child 
 3.4 The Wider Context 
Learning and Development 4.4 Personal, Social and Emotional Development 

 

Policy statement 
We are committed to providing quality provision based on equality of opportunity for all children and their 

families. All staff are committed to doing all they can to enable ‘looked after children’ in their care to 

achieve and reach their full potential. 

Definition of ‘Looked after Children’ (LAC): Children and young people 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 LAC 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) (also includes 

children who are in the process of adoption). 

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 in to 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 impact on their emotional well-being. 

In our setting, 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 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. 

 

 



 - 14 - 

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 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 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.  

 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 people for looked after children are Kerry O’Neill and the child’s designated key 

person. 

 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 to ensure appropriate information is gained and shared. 

 We recognise 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 carer’s role in relation to the setting without prior discussion and 

agreement with the child’s social worker. 

 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. 

 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 – 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; and 

- how any special needs will be supported. 
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 In addition, the care plan will also consider: 

-  how information will be shared with the 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 his/her birth parent(s) and what arrangements will be in place for 

supervised contact. If this is to be the setting for contact with his/her birth parent(s), when, where 

and what form of contact will take place will be 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, fun-days etc alongside the carer. 

 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 

‘proximity’ 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 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 two 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 6 areas of learning. 

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

 If the concerns are about the 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 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. 
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Further guidance 

 Guidance on the Education of Children and Young People in Public Care (DfEE 2000) 

 Promoting the education of looked-after children and previously looked-after children (DfES 2018) 

 Supporting Looked After Learners - A Practical Guide for School Governors (DfES 2006) 

 
 

1.5 Confidentiality and client access to records 
 

EYFS Key Themes and Commitments 
 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.1 Respecting Each Other 
 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 

Policy statement   
 
Definition: ‘Confidential information is information of some sensitivity, which is not already lawfully in the 

public domain or readily available from another public source, and which has been shared in a relationship 

where the person giving the information understood it would not be shared with others.’ (Information 

Sharing: Practitioners’ Guide) 

 

In our setting, staff and manager can be said to have a ‘confidential relationship’ with families. It is our 

intention to respect the privacy of children and their parents and carers, while ensuring that they access 

high quality early years’ care and education in our setting. We aim to ensure that all parents and carers can 

share their information in the confidence that it will only be used to enhance the welfare of their children. 

There are record keeping systems in place that meet legal requirements; means of storing and sharing that 

information take place within the framework of the Data Protection Act and the Human Rights Act. 

 

Confidentiality and information sharing with public authorities 

Sharing information about individuals between public authorities is often essential if we need to keep 

people safe, or ensure they get the best services (see our Information Sharing policy). 

 

Confidentiality procedures 

 We always check whether parents/carers regard the information they share with us as confidential or 

not. 

 Some parents sometimes share information about themselves with other parents as well as staff; the 

setting cannot be held responsible if information is shared beyond those parents whom the person has 

‘confided’ in. 
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 Information shared between parents in a discussion or training group is usually bound by a shared 

agreement that the information is confidential to the group and not discussed outside of it. 

 We inform parents when we need to record confidential information beyond the general personal 

information we keep (see our Record Keeping procedures) - for example with regard to any injuries, 

concerns or changes in relation to the child or the family, any discussions with parents on sensitive 

matters, any records we are obliged to keep regarding action taken in respect of child protection and 

any contact and correspondence with external agencies in relation to their child. 

 We keep all records securely (see our record keeping procedures). 

 Staff are made aware that a breach of confidentiality may result in disciplinary action. 

Client access to records procedures 

Parents may request access to any confidential records held on their child and family following the 

procedure below: 

 Any request to see the child’s personal file by a parent or person with parental responsibility must be 

made in writing to the Pre-School Manager. 

 The setting leader informs the Chair person of the management committee and sends a written 

acknowledgement. 

 The setting commits to providing access within 14 days, although this may be extended. 

 The setting’s Manager and the Chair person of the management committee prepare the file for 

viewing. 

 All third parties are written to, stating that a request for disclosure has been received and asking for 

their permission to disclose to the person requesting it. Copies of these letters are retained on file. 

 ‘Third parties’ include all family members who may be referred to in the records. 

 It also includes workers from any other agency, including social services, the health authority, etc. It is 

usual for agencies to refuse consent to disclose, preferring the individual to go directly to them. 

 When all the consents/refusals to disclose have been received, these are attached to the copy of the 

request letter. 

 A photocopy of the complete file is taken. 

 The setting Manager (the Chair person of the management committee) go through the file and remove 

any information which a third party has refused consent to disclose. This is best done with a thick black 

marker, to score through every reference to the third party and information they have added to the 

file. 

 What remains is the information recorded by the setting, detailing the work initiated and followed by 

them in relation to confidential matters. This is called the ‘clean copy’. 
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 The ‘clean copy’ is photocopied for the parents who are then invited in to discuss the contents. The file 

should never be given straight over, but should be gone through by the setting Manager, so that where 

necessary, its contents can be explained. 

 Legal advice may be sought before sharing a file, especially where the parent has possible grounds for 

litigation against the setting or another (third party) agency. 

 

All the undertakings above are subject to the paramount commitment of the setting, which is to the safety 

and well-being of the child.  Please see also our policy on child protection. 

 

Legal framework 

 Data Protection Act 1998 

 Human Rights Act 1998 

Further guidance 

 Information Sharing: Advice for practitioners providing safeguarding services to children, young people, 

parents and carers (HMG 2015) 

www.everychildmatters.gov.uk/_files/ACB1BA35C20D4C42A1FE6F9133A7C614.pdf 

 

1.6 Information sharing  

 

EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
  1.3 Keeping Safe 
Positive Relationships 2.1 Respecting Each Other 
  2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
 

“Ensuring that children and young people are kept safe and receive the best support they need when they 
need it, is vital. Where information sharing is necessary to achieve this objective, it is important that the 
practitioners have a clear understanding of when information can be shared. It is also for them to 
understand the circumstances of when sharing is inappropriate. The Data Protection Act is not a barrier to 
sharing information but is in place to ensure that personal information is shared appropriately.” 
 
Richard Thomas, Information Commissioner  
Introduction to ‘Information Sharing: Practitioners’ Guide’ (HMG 2006) 
 

Policy statement 
 
We recognise that parents have a right to know that information they share will be regarded as 

confidential as well as to be informed about the circumstances, and reasons, when we are obliged to share 

information.  
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We are obliged to share confidential information without authorisation from the person who provided it or 

to whom it relates if it is in the public interest. That is when: 

 it is to prevent a crime from being committed or intervene where one may have been or to prevent 

harm to a child or adult; or 

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

 

Where possible the decision should never be made by an individual staff member, but with the back-up of 

an elected management committee officer.  Where this is not possible, another member of staff will be 

consulted. The three critical criteria are: 

 Where there is evidence that the child is suffering, or is at risk of suffering, significant harm. 

 Where there is reasonable cause to believe that a child may be suffering or at risk of suffering 

significant harm. 

 To prevent significant harm arising to children and young people or serious harm to adults, including 

the prevention, detection and prosecution of serious crime. 

 

Procedures 

Our procedure is based on the 7 golden rules to sharing information as set out in Information Sharing: 

Practitioners’ Guide (HMG 2015) 

 

1. Explain to families how, when and why information will be shared about them and with whom. That 

consent is normally obtained, unless it puts the child at risk or undermines a criminal investigation.  

 We ensure parents receive information about our ‘information sharing policy’ when starting their 

child in the pre-school and they sign a form to say that they understand circumstances when 

information may be shared without their consent. This will only be when it is a matter of 

safeguarding a child or vulnerable adult. We ensure parents have information about our 

Safeguarding Children and Child Protection policy. 

 We ensure parents have information about the circumstances when information will be shared 

with external agencies for example with regard to any special needs the child may have or 

transition to school. 

 

2. Consider the safety and welfare of the child when making a decision about sharing information – if 

there are concerns regarding ‘significant harm’ the child’s well being and safety is paramount.  

 We record concerns and discuss these with Kerry O’Neill and the child’s designated key person. 

Record decisions made and the reasons why information will be shared and to whom. 

 We follow the procedures for reporting concerns and record keeping. 
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3. Respect the wishes of children and parents not to consent to share confidential information. However, 

in the interest of the child, we are able to judge when it is reasonable to override their wish. 

 Guidelines for consent are part of this procedure. 

 Managers are conversant with this and are able to advise staff accordingly. 

 

4. Seek advice when there are doubts about possible significant harm to a child or others. 

 Manager contacts children’s social care for advice where she/he has doubts or is unsure. 

 

5. Information shared should be accurate and up-to-date, necessary for the purpose it is being shared for 

and shared only with those who need to know and shared securely. 

 Our Safeguarding Children and Child Protection procedure and Record Keeping procedures set out 

how and where information should be recorded and what information should be shared with 

another agency when making a referral. 

 

6. Reasons for decisions to share information, or not, are recorded. 

 Provision for this is set out in our record keeping procedure  

 

Consent 

Parents have a right to be informed that their consent to share information will be sought in most 

cases, as well as the kinds of circumstances when their consent may not be sought, or their refusal 

to give consent overridden. 

 

 Our policies and procedures set out our responsibility regarding gaining consent to share 

information and when it may not be sought or overridden. 

 We may cover this verbally when the child starts or include this in our prospectus. 

 Parents sign a form at registration to say they understand this. 

 Copies are given to parents of the forms they sign. 

 Parents are asked to give written consent to share information about any additional needs their 

child may have, or to pass on child development summaries to the next provider/school. 

 We consider the following questions: 

 Is there a legitimate purpose to sharing the information? 

 Does the information to be shown enable the person to be identified? 

 Is the information confidential? 

 If the information is confidential, do you have consent to share? 

 Is there a statutory duty or court order requiring the information to be shared? 

 Has the information been requested under section 29 3(c) of The Data Protection Act 1998. 
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 If consent is refused, or there are good reasons not to seek consent, is there sufficient public 

interest to share information? 

 If the decision is to share, are you sharing the right information in the right way? 

 Have you properly recorded your decision? 

 

All the undertakings above are subject to the paramount commitment of the setting, which is to the safety 

and well-being of the child.  Please also see our Safeguarding Children and Child Protection policy. 

 

If the setting receives a telephone call regarding a child we will always take the telephone number and call 

back to confirm the caller’s identity before entering into any discussions about the child/family. 

 

Legal framework 

 Data Protection Act 1998 

 Human Rights Act 1998 

Further guidance 

 Information Sharing: Advice for practitioners providing safeguarding services to children, young people, 

parents and carers (HMG 2015) 

www.everychildmatters.gov.uk/_files/ACB1BA35C20D4C42A1FE6F9133A7C614.pdf 

 

1.6a Information sharing with public agencies  

 

EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
  1.3 Keeping Safe 
Positive Relationships 2.1 Respecting Each Other 
  2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
 

Sharing information about individuals between public authorities is often essential if we need to keep 

people safe, or ensure they get the best services.  The Surrey Multi-Agency Information sharing Protocol 

(MAISP) is the over-arching protocol in a two-tier framework for information sharing in Surrey. 

 

Tier 1 

The MAISP is an agreed set of principles about sharing personal or confidential information.  It enables 

each organisation signed up to the protocol to understand the circumstances in which it should share 

information and what its responsibilities are. 
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Tier 2 

The second tiers are context specific information sharing protocols like this Early Years Providers 

Partnership Policy on Confidentiality and Information Sharing.  They identify the operational data 

requirements to be shared for specific and lawful purposes, essentially the who/why/where/when/what 

questions of sharing personal information.  These requirements are linked to the Department for Children, 

Schools and Families (DSCF) guidance on information sharing, go to www.dcsf.gov.uk for copies. 

 

Definitions 

This policy uses the following definitions: 

 Provider – an organisation or individual registered with Ofsted or exempt from registration under 

the Childcare Act 2016, that delivers childcare or early education 

 Service user – a child who goes to a provider (as defined above) 

 

The Early Years Providers Partnership Policy on Confidentiality and Information Sharing 

This policy is a joint partnership policy on information sharing, between Surrey County Council’s Early Years 

and Childcare Service and provider staff.  The aim is to improve the delivery of care given to service users 

by appropriately sharing their personal information in a way that meets confidentiality requirements.  

Examples of personal information include, their full legal name, date of birth, name of parents, home 

address, home telephone number, emergency contact number, information about child’s attendance, 

attainment, any difficulties and the solutions tried, family circumstances.  Additional information could 

include other professionals involved with the family.  The Surrey MAISP User Group, Children’s Services 

and the Corporate Information Governance Team were consulted on this policy. 

 

This policy: 

 Outlines the principles of confidentiality 

 Establishes a partnership code of conduct for handling confidential information as referred to in 

the Surrey MAISP 

 Applies to all information on service users managed in work undertaken by employees of the 

parties who have signed up to this policy. 

 

This policy should be read along with the Tier 1 Surrey Multi-Agency Information Sharing Protocol (MAISP).  

this can be found at www.surreycc.gov.uk 
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Provider’s senior managers must review the documents every year.  Surrey County Council’s Early Years 

and Childcare Service will send a new contract to sign annually and suggest this is an ideal time for the 

review. 

Providers that sign up to this context-specific information sharing protocol automatically become 

signatories of the Surrey MAISP, the over-arching protocol and are bound by its principles. 

 

1.7 Non-attendance policy 

 

Statement of Intent 

This sets out the procedures to be followed in the event that a child is absent from Pre-School. 

It is the responsibility of the parent/carer to notify the Manager by phone or email if your child will be 

absent for any reason e.g. illness, holiday, hospital appointments etc.  

 

Procedures 

 If you are planning holidays in term time you must let the Manager know in advance so we can 

record this in our register.  

 If your child is sick or cannot attend Pre-School for whatever reason, you must call us before 

9.15am that day to let us know. 

 If we have not heard from you by 10.00am we will contact you to establish why your child is 

absent. 

 If we cannot make contact with a parent/carer, we will use all the contact details and the 

emergency contacts you have given us to try to establish why your child is absent. 

 We will keep a record on non-attendance and our contact attempts, this will be written daily on 

our non-attendance contact sheet. 

 If we have had no contact with you or are concerned about the welfare of the child our DSL/DDSL 

(designated safeguarding lead and deputy lead) will contact the police for a welfare check. 

 If you claim FEET or Early Years Free Entitlement (EYFE) funding, long or regular absences may 

affect your entitlement.  We must notify Surrey County Council if your child is absent for more 

than 2 weeks in a term.  We would notify you when we have done this. 
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1.8 Uncollected child 
 
EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
 1.4 Health and Well-being 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 

Policy statement 
In the event that a child is not collected by an authorised adult at the end of a session, the setting puts into 

practice agreed procedures.  These ensure the child is cared for safely by an experienced and qualified 

practitioner who is known to the child.  We will ensure that the child receives 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. 

 

Procedures 

 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 neighbour or close relative. 

 Place of work, address and telephone number. 

 Mobile telephone number. 

 Names, telephone numbers, photograph identification and relationship to the child and a 

password of adults who are authorised by the parents to collect their child from the setting, for 

example a childminder or grandparent. 

 Emergency contacts. 

 Who has parental responsibility for the child. 

 Details of any parent/guardian 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 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, the parents provide us with written details of the name, telephone number and a 

password 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 will fill these details in our Collection Book if 

anyone else will be collecting their child.  
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 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 as set out in our safeguarding 

children policy in the event that their children are not collected from the 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, we follow the following procedures: 

 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 and Collection 

Photograph 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 Collection Photograph Form. 

 If no-one collects the child and the staff are unable to stay with the child after one hour we apply 

the procedures set out in our Safeguarding Children Policy and if there is no-one who can be 

contacted to collect the child, we apply the procedures for uncollected children. 

 We contact the Multi Agency Safeguarding Hub (MASH) 0300 470 9100. 

 We inform OFSTED on 0300 123 1231. 

 The child stays at the setting in the care of two fully-vetted staff members 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 do staff go to look for the parent, nor do they take the child home with 

them. 

 A full written report of the incident is recorded in the child’s file. 

 Depending on circumstances, we reserve the right to charge parents for the additional hours worked 

by our staff. 

 

1.9 Missing child 
 
EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
 1.4 Health and Wellbeing 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 
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Policy statement 
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 staff member alerts the Manager. 

 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. 

 The pre-school grounds will be checked and the Centre office staff informed. 

 Doors and gates are checked to see if there has been a breach of security whereby a child could 

wander out. 

 If the child is not found, the parent is contacted and the missing child is reported to the police. 

 The Manager talks to the staff to find out when and where the child was last seen and records this. 

 The Manager contacts the chair person and reports the incident. The chair person, with the 

management committee, carries out an investigation and may come to the setting immediately. 

 

Child going missing on an outing 

When we are planning an outing away from Banstead, parents are invited to join us to enable the ratio of  

1 adult: 2 children to be met at all times.  

 

The groups leaders will carry contact numbers and emergency treatment forms/registration forms for each 

child that is unaccompanied by their parents. 

The Manager will have a full list and details for all the children who are unaccompanied. 

 

If a child goes missing, we will: - 

 As soon as it is noticed that a child is missing, expect staff on the outing to ask children to stand with 

their designated person 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. 

 The Manager is contacted immediately and the incident is reported. 

 The Manager contacts the police and reports the child as missing. 
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 The Manager contacts the parent, who makes their way to the setting or outing venue as agreed with 

the Manager.  The setting is advised as the best place, as by the time the parent arrives, the child may 

have been returned to the setting. 

 In an indoor venue, the staff member contacts the venue’s security who will handle the search and 

contact the police if the child is not found. 

 The Manager contacts the chair person and reports the incident. The chair person, with the 

management committee, carries out an investigation and may come to the setting immediately. 

 The Manager, or designated staff member may be advised by the police to stay at the venue until they 

arrive. 

The investigation 

 Staff members keep calm and do not let the other children become anxious or worried. 

 The Manager together with the chair person or representative from the management committee 

speaks with the parent(s). 

 The chairperson and management committee, carry out a full investigation taking written statements 

from all the staff in the room or who were on the outing. 

 The key person/staff member writes an incident report detailing: 

 The date and time of the report. 

 What staff/children were in the group/outing and the name of the staff designated responsible for 

the missing child. 

 When the child was last seen in the group/outing. 

 What has taken place in the group or outing since the child went missing. 

 The time it is estimated that the child went missing. 

 A conclusion is drawn as to how the breach of security happened. 

 If the incident warrants a police investigation, all staff co-operate fully.  In this case, the police will 

handle all aspects of the investigation, including interviewing staff.  Children’s Social Care may be 

involved if it seems likely that there is a child protection issue to address. 

 The incident is reported under RIDDOR arrangements (see the Reporting of Accidents and Incidents 

policy); the local authority Health and Safety Officer may want to investigate and will decide if there is 

a case for prosecution. 

 In the event of disciplinary action needing to be taken, Ofsted is informed. 

 The insurance provider is informed. 

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. 
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 The staff will feel worried about the child, especially the key person or the designated carer responsible 

for the safety of that child for the outing.  They may blame themselves and their feelings of anxiety and 

distress will rise as the length of time the child is missing increases. 

 Staff may be the understandable target of parental anger and they may be afraid.  Managers will 

ensure that staff under investigation are not only fairly treated but receive support while feeling 

vulnerable. 

 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 Manager.  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 chairperson of the management committee. 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 are also 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 chairperson will use their 

discretion to decide what action to take. 

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

 

1.10 Supervision of children on outings and visits 
 
EYFS Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
 1.4 Health and Well-being 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.3 The Learning Environment 
Learning and Development 4.2 Active Learning 
 

Policy statement 
Children benefit from being taken out of the setting to go on visits or trips to local parks or other suitable 

venues for activities which enhance their learning experiences. Staff in our setting ensure that there are 

procedures to keep children safe on outings; all staff and volunteers are aware of and follow the 

procedures below. 

 

Procedures 

 Parents sign a general consent on registration for their children to be taken into the local Banstead 

area, within walking distance of the pre-school. 
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 This general consent details the venues used for daily activities. 

 For any other outings a separate letter will be sent to parents obtaining consent. 

 There is a risk assessment for each venue carried out, which is reviewed regularly. 

 A risk assessment is carried out before an outing takes place. 

 Parents are asked to join us on any major outings outside of Pre-School. We do limit the number of 

parents that join us. 

 All venue risk assessments are made available for parents to see. 

 Our adult to child ratio is high, normally 1 adult: 2 children, depending on the child’s age, sensibility 

and type of venue as well as how it is to be reached. 

 Named children are assigned to individual staff (normally their key person where possible) to ensure 

each child is individually supervised, to ensure no child goes astray and that there is no unauthorised 

access to children. 

 Staff take the Pre-School mobile phone, plus an extra mobile phone on outings, and supplies of tissues, 

wipes, pants etc as well as a mini first aid pack, snacks and water. The amount of equipment will vary 

and be consistent with the venue and the number of children as well as how long they will be out for. 

 The Manager takes a list of children with them with contact numbers of parents/carers. 

 A minimum of two staff should accompany children on outings and a minimum of two should remain 

behind with the rest of the children. 

 

1.11 Maintaining children’s safety and security on premises 

 

EYFS Key Themes and Commitments 
A Unique Child 1.3 Keeping Safe 
Positive Relationship 2.2 Parents as Partners 

Policy statement 
We maintain the highest possible security of our premises to ensure that each child is safely cared for 

during their time with us. 

 

Procedures 

Children's personal safety 

 We ensure all employed staff have an enhanced DBS and are signed up to the Update Service. 

 There is a minimum of two adults supervising children at all times, except when taking children to the 

toilets when the ratio is 1 adult: 6 children. 

 Whenever children are on the premises, we follow the Ofsted legal requirement for qualified/non-

qualified staff.  
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 We carry out daily risk assessments to ensure children are not made vulnerable within any part of our 

premises, nor by any activity. 

Security 

 Systems are in place for the safe arrival and departure of children.  

 The times of the children's arrivals and departures are recorded if they arrive late or leave early. 

 The arrival and departure times of visitors are recorded in the visitor book. 

 The arrival and departure times of all staff are recorded in the register. 

 Our systems prevent children from leaving our premises unnoticed. 

 The personal possessions of staff and volunteers are securely stored during sessions. 

 No maintenance or cleaning staff will normally be present at the Pre-School while children are in 

attendance; and where this may be essential, the children will remain supervised by qualified staff 

members at all times and will never be left alone or supervised by non-staff members. 

 

1.11a Major Emergencies 
 
Background 

In determining this policy, we recognise that, although in receipt of public funding, the Pre-School is not a 

public body: neither does it have any statutory obligations in respect of public health.  It is responsible for 

ensuring a safe working environment and for ensuring that the children in its care are safe and that it 

meets the legal obligations. 

 

Scope/definitions    

This policy sets out the principles under which the Pre-School will address major emergencies which 

threaten Public Health and Safety in the vicinity of the Pre-School. These include, but not limited to: 

 Terrorist, military or other similar action or threat of action; and 

 Actual fire or explosion, flooding or serious structural damage affecting the safety of the premises 

used by the Pre-School, the safety of individuals using the Pre-School or of the routes by which 

individuals access the Pre-School. 

 

Decision making and authorities 

It is recognised that emergency situations can arise quickly and require immediate action to address them. 

During the hours of operation of the Pre-School and when staff are on the premises, the Pre-School 

Manager or, in their absence, the most senior member of staff available, is delegated with authority to 

assess threats and take whatever immediate action they consider necessary to deal with emergency 
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situations and threats to personal welfare which may arise.  We do not however expect individuals to take 

any action which will place them in personal jeopardy.   

 

In deciding on any action, the priority must always be the safety of the children and all individuals followed 

then by the protection of the assets and future of the Pre-School. 

 

When it is safe to do so, and the immediate threat to life has been removed, staff should inform parents 

and guardians of children affected by the incident and ask them to collect their child. This should be done 

in conjunction with the emergency services as appropriate.   

 

Risk assessment and risk mitigation 

By their nature, emergency risks, particularly those related to natural disaster, cannot be predicted neither 

can their effects be reliably quantified. Therefore, any attempt at compiling an effective and accurate risk 

assessment to be unrealistic, however the following general risk mitigation actions will be taken. 

 Contact details for key emergency services (fire, ambulance, police, gas, electricity, etc.) will be 

collated and made available to all staff and displayed at suitable locations on the premises. 

 Emergency contingency arrangements will be made in the event of threat to the premises so the 

Pre-School can be evacuated to a safe site. 

 

Payment of Fees/Additional Services 

 In the event of closure, parents/carers will pay their usual fees for the first two weeks of closure.  If 

the pre-school is closed for longer than two weeks no fees will be charged during this time. 

 Whilst Pre-School remains open, parents will be expected to pay if they keep their child off from 

Pre-School for any reason. 

 In the event of closure, the staff will be paid for the first two weeks.  If the pre-school is closed for 

longer than two weeks staff will not be paid during this time.  Upon re-opening our financial 

position will be reviewed by the Committee, who will then make the decision as to whether we can 

afford to pay staff for the balance of time off. 

 
 

1.11b Emergency Lockdown Procedure 
 
The Horseshoe Community Pre-School recognises the potentially serious risks to children, staff and visitors 

in emergency or harmful situations. A lockdown may take place where there is a perceived risk of threat to 

the pre-school, its staff, children, visitors or property.  
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A lockdown will be initiated by a member of staff blowing the whistle to gather all of the children together 

and take them inside the building as quickly as possible. The Manager or Deputy will immediately call 999 

or 101 and if appropriate the Chairperson.  

  

Lockdown procedures   

Staff will move the children out of sight to the cloakroom and close the door taking the pre-school mobile 

phone and register.  The Deputy manager will complete a head count of children whilst the Manager 

quickly checks the premises for any other children.  Staff will secure all windows and doors.  Everyone will 

remain out of sight until further instructions are received from the emergency services.  The staff will 

attempt to keep the children as quiet and calm as possible until the dangerous situation is over.   

  

Once the danger has passed   

When we are completely sure that the danger is over, we will leave our safe place and continue our 

activities as far as possible.  

  

The Manager will phone the parents/carers and the chairperson (if not already contacted), to inform them 

of the incident.  Records will be made of the event and actions taken will be recorded in our incident book. 

Ofsted and Surrey County Council will be informed within 24 hours of the incident occurring.  

 

1.12 Making a complaint  
 

EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
Positive Relationships 2.1 Respecting Each Other 
 2.2 Parents as Partners 
Enabling Environments 3.2 Supporting Every Child 
 3.4 The Wider Context 
 

Policy statement 
The Horseshoe Community Pre-School believes that children and parents are entitled to expect courtesy 

and prompt, careful attention to their needs and wishes. We welcome suggestions on how to improve our 

setting and will give prompt and serious attention to any concerns about the running of the setting. We 

anticipate that most concerns will be resolved quickly by an informal approach to the appropriate member 

of staff. If this does not achieve the desired result, we have a set of procedures for dealing with concerns. 

We aim to bring all concerns about the running of our setting to a satisfactory conclusion for all of the 

parties involved. 
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Procedures 

All settings are required to keep a 'summary log' of all complaints that reach stage two or beyond. This is to 

be made available to parents as well as to Ofsted inspectors.  

 

Making a complaint 

Stage 1 

 Any parent who has a concern about an aspect of the setting's provision talks over, first of all, his/her 

concerns with the setting manager. 

 Most complaints should be resolved amicably and informally at this stage 

Stage 2 

 If stage 1 does not have a satisfactory outcome, or if the problem recurs, the parent moves to this 

stage of the procedure by putting the concerns or complaint in writing to the setting manager and the 

chair of the management committee. 

 The setting stores written complaints from parents in the child's personal file. However, if the 

complaint involves a detailed investigation, the setting manager may wish to store all information 

relating to the investigation in a separate file designated for this complaint. 

 When the investigation into the complaint is completed, the Manager meets with the parent to discuss 

the outcome. 

 Parents must be informed of the outcome of the investigation within 28 days of making the complaint. 

 When the complaint is resolved at this stage, the summative points are logged in the Complaints 

Summary Record. 

Stage 3 

 If the parent is not satisfied with the outcome of the investigation, she/he requests a meeting with the 

manager and the chair of the management committee. The parent should have a friend or partner 

present if required and the manager should have the support of the chairperson of the management 

committee present. 

 An agreed written record of the discussion is made as well as any decision or action to take as a result. 

All of the parties present at the meeting sign the record and receive a copy of it. 

 This signed record signifies that the procedure has concluded. When the complaint is resolved at this 

stage, the summative points are logged in the Complaints Summary Record. 
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Stage 4 

 If at the Stage 3 meeting the parent and setting cannot reach agreement, an external mediator is 

invited to help to settle the complaint. This person should be acceptable to both parties, listen to both 

sides and offer advice.  A mediator has no legal powers but can help to define the problem, review the 

action so far and suggest further ways in which it might be resolved. 

 Staff within Surrey County Council (Early Years and Childcare Service) would be considered as 

appropriate mediators and would be invited to attend. 

 The mediator keeps all discussions confidential. She/he can hold separate meetings with the setting 

personnel (manager and chair of the management committee) and the parent, if this is decided to be 

helpful. The mediator keeps an agreed written record of any meetings that are held and of any advice 

she/he gives. 

Stage 5  

 When the mediator has concluded her/his investigations, a final meeting between the parent, the 

manager and the chair of the management committee is held. The purpose of this meeting is to reach a 

decision on the action to be taken to deal with the complaint. The mediator's advice is used to reach 

this conclusion. The mediator is present at the meeting, if all parties think this will help a decision to be 

reached. 

 A record of this meeting, including the decision on the action to be taken, is made.  Everyone present 

at the meeting signs the record and receives a copy of it.  This signed record signifies that the 

procedure has concluded. 

The role of the Office for Standards in Education, Early Years Directorate (Ofsted) and the Local 

Safeguarding Children Board 

 Parents may approach Ofsted directly at any stage of this complaints procedure. In addition, where 

there seems to be a possible breach of the setting's registration requirements, it is essential to involve 

Ofsted as the registering and inspection body with a duty to ensure the Welfare Requirements of the 

Early Years Foundation Stage are adhered to. 

 The number to call Ofsted with regard to a complaint is: 

0300 123 1231 

 These details are displayed on our setting's display board. 

 If during the handling of the complaint a child appears to be at risk, our setting follows the procedures 

of the Surrey Safeguarding Children Board in our local authority. 
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 In these cases, both the parent and setting are informed and the setting manager works with Ofsted or 

the Surrey Safeguarding Children Board to ensure a proper investigation of the complaint, followed by 

appropriate action. 

Records 

 A record of complaints against our setting and/or the children and/or the adults working in our setting 

is kept, including the date, the circumstances of the complaint and how the complaint was managed. 

The outcome of all complaints is recorded in the Summary Complaints Record which is available for parents 

and Ofsted inspectors on request. 

 

1.12a Policy for DBS Checks and Disclosures 
 
EYFS Key Themes and Commitments 
 
A Unique Child 1.3 Keeping Safe 
Positive Relationships 2.2 Parents as Partners 
Enabling Environments 3.4 The Wider Context 

 
All staff will have an Enhanced DBS and signed up to the update service.  The core committee and regular 

parent helpers will be asked to have a voluntary DBS. 

 

The Horseshoe Community Pre-school will supply the application forms to staff/parents and will verify the 

identification documents when the form has been filled in.  It will then be passed on to Nestor Criminal 

Records Agency for processing. 

 

As an organisation using the Disclosure and Barring Service (DBS) Service to help assess the suitability of 

applicants for positions of trust, i.e. staff members or members of the Pre-School Committee, The 

Horseshoe Community Pre-School complies fully with the DBS Code of Practice regarding the correct 

handling, use, storage, retention and disposal of Disclosure information.  It also complies fully with its 

obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe 

handling, use, storage, retention and disposal of Disclosure information. 

 

Disclosure information will be kept securely in a lockable filing cabinet with access strictly controlled and 

limited to the Manager, Deputy and the Administrator. 

 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those to 

whom Disclosures or disclosure information has been revealed and it is a criminal offence to pass this 

information to anyone who is not entitled to see it. 
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Disclosure information is only used for our specific purpose and for which the applicant’s full consent has 

been given. 

Once a recruitment decision has been made, we keep the top portion of the disclosure and return the 

bottom section to the applicant.  The same process will apply when a parent has a disclosure.  We will not 

hold any disclosure information on any parent whose child has left.  Your information will only be held 

whilst your child is with us.  

 

 

1.12b Recruitment Policy and Procedures 
 
EYFS Key Themes and Commitments 
A Unique Child 1.2 Inclusive Practice 
 1.3 Keeping Safe 
Positive Relationships 2.3 Supporting Learning 
 2.4 Key Person 
 

When a vacancy occurs at Pre-School we will follow the Surrey County Council guide to the recruitment of 

staff and the Statutory Framework for the Early Years Foundation Stage. 

 

All staff working with children at The Horseshoe Community Pre-School are expected to have Level 2 or 

above Early Years qualifications. They will possess an Early Years paediatric first aid qualification and will 

attend a Safeguarding Children Course.  Every Manager will have to attend the two-day Multi Agency 

Course regarding safeguarding. 

 

We are an equal opportunities employer and actively promote a diverse workforce that values people for 

their differences.  If requested, we can offer application forms in different languages and alternative 

formats. 

 

We will advertise a vacancy in a wide area, through personal networks and the local press so that it will be 

accessible to everyone.  The advert will contain our address, telephone number and email so people can 

contact us in the way that suits them best.  We will send out an application pack which will include an 

application form, job description and the Pre-School Prospectus. 

 

The Pre-School Committee will then make a short list of suitable candidates and invite them to attend an 

interview.  We will say when, where and how long the interview will be.  We will provide a map if 
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necessary.  We will advise the candidates what documents to bring.  We will ask the candidates if they 

have any special needs which we will cater for. 

 

The interview panel will be the Pre-School Chair or elected official, another Committee member and the 

Pre-School Manager.  The questions will be prepared before the interview.  A detailed record of the 

interview will be kept until all the recruitment process has been completed.  If requested, we will offer 

feedback on the interview for those who have been unsuccessful.  After a selection has been made we will 

inform the candidates of our decision as soon as possible. 

 

The successful candidate will be asked to supply two written references, their full employment history, 

qualifications and identity checks.  Applicants will have an Enhanced DBS check and staff have the 

responsibility to be signed up to the update service.  Each applicant is required to fill out a Health 

Declaration before commencing work at the pre-school.  The contract will be agreed and signed before the 

applicant joins the group and will include the employee agreeing to inform the group of any major changes 

which might affect their ability to care for the children.  These include the use of alcohol or any other 

substances, prescription or over the counter drugs for medicinal purposes if they know that the effects 

might impair their judgement in a physical sense (balance, sight, speech etc.) or psychological sense 

(muddled thinking) or emotional/behavioural sense, they have a duty to inform the Manager. 

 

The contract will also cover the main terms and conditions of employment. 

 

Employees will be expected to declare all convictions and/or cautions; as well as court orders which may 

disqualify them from working with children or affect their suitability to do so.  The contract will specify that 

employees will have to notify Pre-School if they are disqualified from working with children whilst 

employed by us. 

 

All new staff/students/volunteers will follow our Staff induction plan to raise awareness of operational 

issues, policies and procedures.  Staff will attend regular training and regular staff meetings.  All new staff 

will have a ‘Mentor’ assigned to them when they join us. 

 
 

 

 
 


