
Safeguarding and Welfare Requirement: Child Protection 

Providers must have and implement a policy, and procedures, to safeguard children. 

 Croft Pre-School 

 

1.2 Safeguarding children and child protection 

 

Policy statement 

 

Croft Pre-school will work with children, parents and the community to ensure the rights and safety of children 

and to give them the very best start in life. Our Safeguarding Policy is based on the three key commitments of 

the Pre-school Learning Alliance Safeguarding Children Policy.  It also takes account of the Prevent Duty.  

 

Procedures 

 

We carry out the following procedures to ensure we meet the three key commitments of the Alliance 

Safeguarding Children Policy. 

 

Key commitment 1 

We are committed to building a 'culture of safety' in which children are protected from abuse and harm in all 

areas of our service delivery. 

 

  Our designated persons ( members of staff) who co-ordinates child protection issues are, and are always 

available:  Carolyn Stocker and Yvonne Wright    Telephone No: 01430 874192 

 

 Our designated officer (a member of the management team) who oversees this work is: 

                   Gemma Charlton, her mobile number is 07837615833  

 The designated person, and designated officer ensure they have relevant links with statutory and voluntary 

organisations with regard to safeguarding. 

 The designated persons understand LSCB safeguarding procedures, attend relevant LSCB training at 

least every 2 years and refreshers their knowledge of safeguarding annually. 

 We ensure all staff are trained to understand our safeguarding policies and procedures and that parents 

are made aware of them too. 

 All staff have an up-to-date knowledge of safeguarding issues, are alert to potential indicators and signs 

and symptoms of abuse and neglect,  and understand their professional duty to ensure safeguarding and 



child protection concerns are reported to the local authority children’s social work team or the NSPCC 

(www.nspcc.org.uk).  They receive updates on safeguarding at least annually. 

 All staff are confident to ask questions in relation to any safeguarding concerns and know not to just take 

things at face value but can be respectfully sceptical. 

 All staff understand the principles of early help (as defined in Working Together to Safeguard Children, 

2015) and are able to identify those children and families who may be in need of early help and enable 

them to access it. 

 All staff understand LSCB thresholds of significant harm and understand how to access services for 

families, including for those families who are below the threshold for significant harm. 

 All staff understand their r3esponsibilies under the General Data Protections Regulations and the 

circumstances under which they may share information about you or your child with other agencies.  

 All staff understand how to escalate their concerns in the event that they feel eith the local authority and/or 

their own organisation has not acted adequately to safeguard. 

 All staff understands what the organisation expects of them in terms of their required behaviour online 

safety (including mobile phones) whistle blowing and dignity at work. 

 Children have a key person to build a relationship with, and are supported to articulate any worries, 

concerns or complaints that they may have, in an age appropriate way. 

 All staff understand our policy on promoting behaviour and follow it in relation to children showing 

aggression towards other children. 

 Adequate and appropriate staffing resources are provided 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. 

 Enhanced criminal records and barred lists checks and other suitability checks are carried out for staff and 

volunteers prior to their post being confirmed, to ensure that no disqualified person or unsuitable person 

works at the setting or has access to the children. 

 Where applications are rejected based on information disclosed, applicants have the right to know and to 

challenge incorrect information. 

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

premises. 

 Volunteers do not work unsupervised. 

 Volunteers must: 

- Be aged 17 or over 

- Be considered responsible 

- Receive robust induction and regular supervisory meetings 

- Be familiar with all the Pre-school policies and procedures 

- Be fully checked for suitability if they are to have unsupervised access to the children at anytime. 

 Information is recorded about staff qualifications, and the identity checks and vetting processes that have 

been completed including: 

- the criminal records disclosure reference number; 

- the date the disclosure was obtained; and 

- details of who obtained it. 

http://www.nspcc.org.uk/


 All staff and volunteers are informed that they are expected to disclose any convictions, cautions, court 

orders or reprimands and warnings which may affect their suitability to work with children (whether 

received before or during their employment with us). 

 All staff and volunteers are required to notify us if anyone in their household (including family members, 

lodgers, partners etc.) has any relevant convictions, court orders, reprimands and warnings or has been 

barred from, or had registration refused or cancelled in relation to any childcare provision (see above 

questions), or have had orders made in relation to care of their children. 

 We notify the Disclosure and Barring Service of any person who is dismissed from our employment, or 

resigns in circumstances that would otherwise have led to dismissal for reasons of a child protection 

concern. 

 Procedures are in place to record the details of visitors to the setting. 

 Security steps are taken to ensure that we have control over who comes into the setting so that no 

unauthorised person has unsupervised access to the children. 

 Steps are taken to ensure children are not photographed or filmed on video for any other purpose than to 

record their development or their participation in events organised by us. Parents sign a consent form and 

have access to records holding visual images of their child. 

 Any personal information is held securely and in line with data protection requirements and guidance from 

the ICO 

 The designated person in the setting has responsibility for ensuring that there is an adequate e-safety 

policy in place 

 We keep a written record of all complaints and concerns including details of how they were responded to. 

 We ensure that robust risk assessments are completed, that they are seen and signed by all relevant staff 

and that they are regularly reviewed and updated, in line with our health and safety policy. 

 The designated officer will support the designated person to undertake their role adequately and offer 

advice, guidance, supervision and support. 

 The designated person will inform the designated officer at the first opportunity of every significant 

safeguarding concern, however this should not delay any referrals being made to the children’s social 

worker services, the LADO, Ofsted or RIDDOR. 

 

Key commitment 2 

We are committed to responding promptly and appropriately to all incidents, allegations or concerns of abuse 

that may occur and to work with statutory agencies in accordance with the procedures that are set down in 

'What to do if you’re worried a child is being abused' (HMG 2015) and the Care Act 2014 

 

Responding to suspicions of abuse 

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

as neglect. 

 We ensure that all staff have an understanding of the additional vulnerabilities that can arise from Special 

Educational Needs and/or Disabilities, plus inequalities of race, gender, language, religion, sexual 

orientation or culture and that these receive full consideration in relation to child, young person or 

vulnerable adult protection. 



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

demonstrated through: 

- significant changes in their behaviour; 

- deterioration in their general well-being; 

- their comments which may give cause for concern, or the things they say (direct or indirect  

- disclosure); 

- changes in their appearance, their behaviour, or their play; 

- unexplained bruising, marks or signs of possible abuse or neglect; and 

- any reason to suspect neglect or abuse outside the setting. 

     We are aware of the “hidden harm” agenda concerning parents with drug and alcohol problems and       

      consider other factors affecting parental capacity and risk, such as social exclusion, domestic violence,  

      radicalisation, mental or physical illness and parent’s learning disability. 

      We are aware that children’s vulnerability is potentially increased when they are privately fostered and 

      when we know that a child is being cared for under a private fostering agreement, we inform our local  

      authority children’s social care team. 

      We are prepared to take action if we have concerns about the welfare of a child who fails to arrive at a 

      a session when expected.  The designated person will take immediate action to contact the child’s parent 

      to seek an explanation for the child’s absence and be assured that the child is safe and well.  If no contact 

      is made with the child’s parents and the designated person has reason to believe that the child is at risk 

      of significant harm, the relevant professionals are contacted immediately and LSCB procedures are  

      followed.  If the child has current involvement with social care the social worker is notified on the day of the 

      unexplained absence.  

      We consider factors affecting parental capacity and risk, such as social exclusion, domestic violence,  

       parent’s drug or alcohol abuse, mental or physical illness or parent’s learning disability. 

 We are aware of other factors that affect children’s vulnerability that may affect or may have affected 

children and young people using our provision  such as, abuse of  children who may have special 

educational needs and/or disabilities; fabricated or induced illness; child abuse linked to beliefs in spirit 

possession; sexual exploitation of children, including through internet abuse; and Female Genital Mutilation 

and radicalisation; that may affect, or may have affected, children and young people using our provision. In 

relation to radicalisation and extremism, we will follow the Prevent Duty guidance for England and Wales, 

published by the Home Office, and LSCB procedures on responding to radicalisation. 

 The designated persons completes online Channel training, online Prevent training and attends local 

WRAP training where available to ensure they are familiar with the local protocol and procedures for 

responding to concerns about radicalisation. 

 We are aware of the mandatory duty that applies to teachers, including early years practitioners, and 

health workers to report cases of Female Genital Mutilation to the police.  

 We also make ourselves aware that some children and young people are affected by gang activity, by 

complex, multiple or organised abuse, through forced marriage or honour based violence or may be 

victims of child trafficking. While this may be less likely to affect young children in our care, we may 

become aware of any of these factors affecting older children and young people who we may come into 

contact with. 



 Where we believe that a child in our care or that is known to us may be affected by any of these factors we 

follow the procedures below for reporting child protection concerns and follow the LSCB procedures. 

 Where such evidence is apparent, the child's key person makes a dated record of the details of the 

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

information is stored on the child's personal file.  

 In the event that a staff member or volunteer is unhappy with the decision made of the designated person 

in relation to whether to make a safeguarding referral they must follow escalation procedures. 

 We refer concerns to the local authority children’s social care team and co-operate fully in any subsequent 

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

Safeguarding Children Board. 

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

questions of children. 

 We take account of the need to protect young people aged 16-19 as defined by the Children Act 1989. 

This may include students or school children on work placement, young employees or young parents. 

Where abuse is suspected we follow the procedure for reporting any other child protection concerns. The 

views of the young person will always be taken into account, but the setting may override the young 

person’s refusal to consent to share information if it feels that it is necessary to prevent a crime from being 

committed or intervene where one may have been, or to prevent harm to a child or adult. Sharing 

confidential information without consent is done only where not sharing it could be worse than the outcome 

of having shared it. 

 All staff are also aware that adults can be vulnerable and know how to refer adults who are in need of 

community care services. 

 We have a whistle blowing policy in place. 

 Staff/volunteers know they can contact the organisation Public Concern at Work for advice relating to 

whistleblowing; if they feel that the organisation has not acted adequately in relation to safeguarding they 

can contact the NSPCC whistleblowing helpline. 

 

Recording suspicions of abuse and disclosures 

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

member of staff observes signs or signals that give cause for concern, such as significant changes in 

behaviour; deterioration in general well-being; unexplained bruising, marks or signs of possible abuse or 

neglect; that member of staff: 

- listens to the child, offers reassurance and gives assurance that she or he will take action; 

- does not question the child; Although it is OK to ask questions for the purpose of clarification. 

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

date and time of the observation or the disclosure; the exact words spoken by the child as far as 

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

names of any other person present at the time. 

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

confidentially. 



 The member of staff acting as the 'designated person' is informed of the issue at the earliest opportunity, 

and within 1 working day. 

 Where the Local Safeguarding Children Board stipulates the process for recording and sharing concerns, 

we include those procedures alongside this procedure and follow the steps set down by the Local 

Safeguarding Children Board. 

 

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

 The Pre-school Learning Alliance's publication Safeguarding Children contains procedures for making a 

referral to the local children's social care team, as well as a template form for recording concerns and 

making a referral.  

 We keep a copy of this document alongside the procedures for recording and reporting set down by our 

Local Safeguarding Children Board, which we follow where local procedures differ from those of the Pre-

school Learning Alliance. 

 

Escalation process 

 If we feel that a referral made has not been dealt with properly or that concerns are not being addressed 

or responded to, we will follow the LSCB escalation process. 

 We will ensure that staff are aware of how to escalate concerns. 

 

Informing parents 

 Parents are normally the first point of contact. Concerns are discussed with parents to gain their view of 

events, unless it is felt that this may put the child in greater danger. 

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

of any discussion we have with them regarding a concern. 

 If a suspicion of abuse warrants referral to social care, parents are informed at the same time that the 

referral will be made, except where the guidance of the Local Safeguarding Children Board does not allow 

this, for example, where it is believed that the child may be placed in greater danger.  

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

 If there is a possibility that advising a parent beforehand may place a child at greater risk the designated 

person should seek advice from children’s social work services, about whether or not to advise parents 

beforehand, and should record and follow the advice given. 

 

Liaison with other agencies 

 We work within the Local Safeguarding Children Board guidelines. 

 The current version of 'What to do if you’re worried a child is being abused' available for parents and staff 

and all staff are familiar with what they need to do if they have concerns. 

 We have procedures for contacting the local authority regarding 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 children's social care to work well together. 

 We notify Ofsted of any incident or accident and any changes in our arrangements which may affect the 

well-being of children or where an allegation of abuse is made against a member of staff (whether the 



allegations relate to harm or abuse committed on our premises or elsewhere). Notifications to Ofsted are 

made as soon as is reasonably practicable, but at the latest within 14 days of the allegations being made. 

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

kept. 

 

Allegations against staff 

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

within the setting, or anyone living or working on the premises occupied by the setting, which may include 

an allegation of abuse. 

 We respond to any inappropriate behaviour displayed by members of staff, volunteer or any other person 

living or working on the premises, which includes: 

- inappropriate sexual comments; 

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

inappropriate sharing of images. 

 We follow the guidance of the Local Safeguarding Children Board when responding to any complaint that a 

member of staff or volunteer within the setting, or anyone living or working on the premises occupied by 

the setting, has abused a child. 

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

within the setting. We respond to any concerns raised by staff and volunteers who know how to escalate 

their concerns if they are not satisfied with our response 

 We respond to any 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 Designated Officer (LADO) to investigate: 

01482 395500  

 We also report any such alleged incident to Ofsted, (unless advised by the LADO that this is unnecessary 

due to the incident not meeting the threshold) as well as what measures we have taken. We are aware that 

it is an offence not to do this. 

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

police. 

 Where the management team and children’s social care agree it is appropriate in the circumstances, the 

member of staff or volunteer will be suspended for the duration of the investigation. This is not an 

indication of admission that the alleged incident has taken place, but is to protect the staff, as well as 

children and families throughout the process. 

 

Disciplinary action 

Where a member of staff or volunteer has been dismissed due to engaging in activities that caused concern 

for the safeguarding of children or vulnerable adults, we will notify the Disclosure and Barring Service of 

relevant information, so that individuals who pose a threat to children and vulnerable groups can be identified 

and barred from working with these groups. 

 



Key commitment 3 

We are committed to promoting awareness of child abuse issues throughout our training and learning 

programmes for adults. We are also committed to empowering young children, through our early childhood 

curriculum, promoting their right to be strong, resilient and listened to. 

 

Training 

 Training opportunities are sought 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. 

 Designated persons receive training in accordance with that recommended by the Local Safeguarding 

Children Board. 

 We ensure that all staff know the procedures for reporting and recording any concerns they may have 

about the provision. 

 

Planning 

 The layout of the room and outdoor area allows for constant supervision.  No child is left alone with staff or 

volunteers in a one-to-one situation without being visible to others. 

 

Curriculum 

 We  introduce key elements of keeping children safe into our programme to promote the personal, social 

and emotional development of all children, so that they may grow to be strong, resilient and listened to and 

so that they develop an understanding of why and how to keep safe. 

 We create within the setting a culture of value and respect for individuals, having positive regard for 

children's heritage arising from their colour, ethnicity, languages spoken at home, cultural and social 

background. 

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

 

Confidentiality 

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

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

 

Support to families 

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

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

reporting of concerns, information sharing, 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. 

 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, subsequent to any investigation. 



 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. 

 

Legal framework 

 

Primary legislation 

 Children Act (1989 s47) 

 Protection of Children Act (1999) 

 The Children Act (2004 s11) 

 Data Protection Act (1998)  

 Safeguarding Vulnerable Groups Act (2006) 

 Childcare Act 2006 

 

Secondary legislation 

 Sexual Offences Act (2003) 

 Criminal Justice and Court Services Act (2000) 

 Equalities Act (2010) 

 General Data Protection Regulations (GDPR) (2018) 

 Data Protection Act (1998) Non Statutory Guidance 

 Childcare (Disqualification) Regulations 2009 

 Children and Families Act 2014 

 Serious Crime Act 2015 

 Counter-Terrorism and Security Act (2015) 

 

Further guidance 

 

 Working Together to Safeguard Children (2015)  

 What to do if you’re Worried a Child is Being Abused (HMG, 2015)) 

 Framework for the Assessment of Children in Need and their Families (DoH 2000) 

 The Common Assessment Framework for Children and Young People: A Guide for Practitioners (CWDC 

2010) 

 Statutory guidance on making arrangements to safeguard and promote the welfare of children under 

section 11 of the Children Act 2004 (HMG 2008) 

 Hidden Harm – Responding to the needs of Children of Problem Drug Users (ACMD, 2003) 

 Information Sharing: Guidance for Practitioners providing Safeguarding Services (DfE 2015) 

 Disclosure and Barring Service: www.gov.uk/disclosure-barring-service-check 

 Revised Prevent Duty Guidance for England and Wales (HMG, 2015) 

 Inspecting Safeguarding in Early Years, Education and Skills Settings, (Ofsted, 2016) 

 

http://www.gov.uk/disclosure-barring-service-check


This policy was adopted at a meeting of Croft 

Pre-School Committee 

  

Held on 18th September, 2018 (date) 

Date to be reviewed September, 2019 (date) 

Signed on behalf of the provider  

 

Name of signatory Gemma Charlton 

Role of signatory (e.g. chair) Chair person 

 

 

Other useful Pre-school Learning Alliance publications 

 

 Safeguarding Children (2013) 

 Safeguarding through Effective Supervision (2013) 

 The New Early Years Employee Handbook (2016) 

 People Management in Early Years (2016) 

 

 

*A young person is defined as 16-19 years old – in our Pre-school they may be a student, worker, 

volunteer or parent. 

 

 

 

 



Safeguarding and Welfare Requirement: Staff Qualifications, Training, Support and Skills 

Providers must ensure that all staff receive induction training to help them understand their roles and 
responsibilities. 

 Croft Pre-School 

3.3 Staff Supervision Policy  

 

Introduction 

In accordance with the revised statutory framework for the Early Years Foundation Stage 2014, staff supervision 

is a requirement for providers. Consequently Croft Pre-School has appropriate arrangements in place for the 

supervision of staff who have contact with children and families.  

 

Aims and Purpose of supervision meetings 

Supervision is a means to ensure staff are clear about what their job is, what Croft Pre-school wants them to do, 

raise safeguarding concerns about particular children and to be supported in their role. 

The meetings give staff members and the manager the opportunity to evaluate and review workloads and 

performance, identify performance shortfalls, initiate training, support and/or coaching so that learning and 

development can take place 

A culture of mutual support, teamwork and continuous improvement is inherent at Croft Pre-school and the 

confidential discussion of sensitive issues is encouraged.  

The supervision process provides opportunities for staff to: 

- Discuss any issues – particularly concerning children’s development or well-being 

- Identify solutions to address issues as they arise 

- Receive coaching to improve their personal effectiveness 

 

Process 

Supervision meetings (1-1s) do not replace annual appraisals and these are arranged by the manager and take 

place at least once every half term.  

The meetings are a two way discussion between the staff member and their manager and to be effective each 

person takes an equal responsibility for ensuring effective communication and cooperation. There is a written 

record of the meeting recorded on a supervision record form which is completed by the manager within 5 working 

days of the meeting. Both parties sign the record and a copy is given to the member of staff if they require one.  

 

What will be covered at supervision meetings 

- Identify and discuss any safeguarding concerns regarding children/families or staff 



- Discuss and agree targets/tasks with timescales and deadlines 

- Record progress on previous targets 

- Identify any performance concerns and improvements required 

- Identify appropriate support and guidance including dealing with particular children and their individual needs 

- Identify any training and development needs 

Supervision Standards 

Staff should expect: 

- To be given clear objectives and standards with appropriate deadlines   

- To be able to question how things are done and what is expected 

- To be given the opportunity to express concerns 

- To be given appropriate support and receive coaching where necessary  

- To be told in a constructive way if their work is unacceptable or they are under-performing and to have a 

strategy for improvements discussed and agreed.  

- To receive positive feedback when this is deserved 

Managers should expect: 

- To have their responsibilities understood and respected by the staff they manage 

- That once targets/objectives are set, the staff member will produce work/perform to an agreed standard 

- That staff demonstrate a willingness to strive for continuous improvement 

- That staff will be open, honest and non-defensive when their work/performance is being discusses 

- To be able to withdraw a staff member from performing a particular task or doing a piece of work if there is 

reasonable cause to do so 

 

This policy was adopted at a meeting of Croft Pre-
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Other useful Pre-school Learning Alliance publications 

 Employee Handbook (2012) 

 Recruiting and Managing Employees (2011) 



Safeguarding and Croft Pre-School Requirement: Staff: Child ratios 

Staffing arrangements must meet the needs of all children and ensure their safety 

 Croft Pre-School 

5.1 Staffing 

 

Policy statement 

 

Croft Pre-School provide a staffing ratio in line with (or beyond) the Safeguarding and Welfare Requirements 

of the Early Years Foundation Stage to ensure that children have sufficient individual attention and to 

guarantee care and education of a high quality. Our staff are appropriately qualified and we carry out checks 

for criminal and other records through the Disclosure and Barring Service in accordance with statutory 

requirements. 

 

Procedures 

 

To meet this aim Croft Pre-School use the following ratios of adult to children: 

 Children aged two years: 1 adult : 4 children: 

- at least one member of staff holds a full and relevant level 3 qualification; and 

- at least half of all other staff hold a full and relevant level 2 qualification. 

 Children aged three years and over: 1 adult : 8 children: 

- at least one member of staff holds a full and relevant level 3 qualification; and 

- at least half of all other staff hold a full and relevant level 2 qualification. 

      We follow the Early Years Foundation Stage Safeguarding and Welfare requirements where a qualified  

      Teacher, Early Years Professional or other suitable level 6 qualified person is working directly with  

      children aged 3 and over, between the hours of 8am and 4pm as follows: 

- there is at least one member of staff for every 13 children; and 

- at least one other member of staff holds a full and relevant level 3 qualification. 

       The number of children for each key person takes into account the individual needs of the children and  

        the capacity of the individual key person to manage their cohort. 

       We only include those age 17 years or over within our ratio.  Where they are competent and responsible  

       we may include students on long-term placements or regular volunteers.  

      Our manager deploys staff, students and volunteers to give adequate supervision of indoor and outdoor 

       areas, ensuring that children are usually within sight and hearing of staff and always within sight or  

       hearing of staff at all times. 

      All staff are deployed according to the needs of the Pre-school and children attending. 

      Our Staff, students and volunteers inform their colleagues if they have to leave their area and tell  



       colleagues where they are going. 

       Our staff, students and volunteers focus their attention on children at all times and do not spend time  

       in social conversation with colleagues while they are working with children.   

 A minimum of two staff/adults are on duty at any one time.  One of whom is the manager or supervisor. 

 We assign each child a key person to help the child become familiar with the setting from the outset and to 

ensure that each child has a named member of staff with whom to form a relationship. The key person 

plans with parents for the child's wellbeing and development in the setting. The key person meets regularly 

with the family for discussion and consultation on their child's progress and offers support in guiding their 

development at home. 

 We hold regular staff meetings to undertake curriculum planning and to discuss children's progress, their 

achievements and any difficulties that may arise from time to time. 

 

This policy was adopted at a meeting of Croft 
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Other useful Pre-school Learning Alliance publications 

 

 Employee Handbook (2012) 

 Recruiting Early Years Staff (2016) 

 People Management in the Early Years (2016) 



Safeguarding and Welfare Requirement: Suitable People 

Providers must ensure that adults looking after children are suitable to fulfil the requirements of their roles. 

 Croft Pre-School 

2.2 Student placements 

 

Policy statement 

 

Croft Pre-school recognises that qualifications and training make an important contribution to the quality of the 

care and education we provided. As part of our commitment to quality, we offer placements to students 

undertaking early years qualifications and training. We also offer placements for school pupils on work 

experience. 

 

We aim to provide for students on placement with us, experiences that contribute to the successful completion of 

their studies and that provide examples of quality practice in early years care and education. 

 

Procedures 

 

 We require students on qualification courses to meet the Suitable Person requirements of the Early Years 

Foundation Stage and have satisfactory enhanced DBS check with barred list check(s). 

 We require students in Croft Pre-school to have a sufficient understanding and use of English to contribute to 

the well-being of children in our care. 

 We require schools, colleges or universities placing students under the age of 17 years with us to vouch for 

their good character. 

 We supervise students at all times and do not allow them to have unsupervised access to children. 

 Students undertaking qualification courses who are placed in our setting or trainee staff on a short term basis 

are not counted in our staffing ratios. 

 Students and apprentices, over the age of 17, who are undertaking a level 3 qualification may be considered 

to be counted in the ratio if our manager deems them to be suitably qualified and experienced. 

 We take out employers' liability insurance and public liability insurance, which covers both trainees and 

voluntary helpers. 

 We require students to keep to our Confidentiality and Client Access to Records Policy. 

 We co-operate with students' tutors in order to help students to fulfil the requirements of their course of study. 



 We provide students, at the first session of their placement, with a short induction on how Croft Pre-school is 

managed, how our sessions are organised and our policies and procedures. 

 We communicate a positive message to students about the value of qualifications and training. 

 We make the needs of the children paramount by not admitting students in numbers that hinder the essential 

work of the setting. 

 We ensure that trainees and students placed with us are engaged in bona fide early years training, which 

provides the necessary background understanding of children's development and activities. 
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Safeguarding and Welfare Requirement: Safety and Suitability of Premises, Environment and 
Equipment 

Children must be kept safe while on outings. 

 Croft Pre-School 

8.3 Supervision of children on outings and visits 

 

Policy statement 

 

Children benefit from being taken out of Croft Pre-school to go on visits or trips to local parks, or other suitable 

venues, for activities which enhance their learning experiences. Staff in Croft Pre-school ensure that there are 

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

laid out below. 

 

Procedures 

 

 All off site activity has a clearly identified purpose with specific learning and development outcomes. 

 There is a designated lead for each excursion who is clear about their responsibility as designated lead. 

 We ask parents sign a general consent on registration for their children to be taken out as a part of the 

daily activities of Croft Pre-school.  This general consent details the venues used for daily activities. 

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

 We always ask parents to sign specific consent forms before major outings, and the risks are assessed 

before outings take place. 

 Our manager and all staff taking part in the outing sign off every risk assessment. 

 Children with allergies or other specific needs have a separate risk assessment completed ie. Child with 

allergies visiting a supermarket. 

 An excursion will not go ahead if concerns are raised about its viability at any point. 

 Any written outing risk assessments are made available for parents to see. 

 Our adult to child ratio is high, normally one adult to two children. 

 A minimum of 2 staff accompany children on outings.  Unless the who pre-school is on an outing, a 

minimum of 2 staff also remain behind with the rest of the children. 

 Named children are assigned to individual staff to ensure that each child is well supervised, that no child 

goes astray and that there is no unauthorised access to children. 

 Staff ensure they hold children’s hands when on a street and crossing the road. 

 Staff take a mobile phone on outings, as well as supplies of tissues, wipes, spare clothing and nappies, 

medicines required for individual children, a mini first aid kit, snacks and water if appropriate. 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.  We ensure we take children’s sun cream if needed and that children are dressed 

appropriately. 

 Staff have access to a list of children with contact numbers of parents/carers, as well as an accident book 

and a copy of our Missing Child Policy. 

 Parents who accompany us on outings are responsible for their own child only.  Where parents have 

undergone vetting with us, they may be included in the adult to child ratio and have children allocated to 

them. 

 We provide children with badges to wear containing the name and phone number of our setting – but not 

the name of the child. 

 We ensure that contracted drivers are from a reputable company and do not have unsupervised access to 

the children. 

 Outings are recorded in our outings record book, which is kept in Pre-school, stating: 

     The date and time of the outing 

     The venue and mode of transport 

     The names of staff assigned to each child 

     The time of return 
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Safeguarding and Welfare Requirement: Equal Opportunities 

Providers must have and implement a policy, and procedures, to promote equality of opportunity for children in 
their care, including support for children with special educational needs or disabilities. 

 

 

       Croft Pre-School 

         

9.2 Supporting children with special educational needs  

 

Policy statement 

 

We provide an environment in which all children with special educational needs (SEN) are supported to reach 

their full potential 

 

     We have regard for the Special Educational Needs and Disability Code of Practice (2014). 

 We have in place a clear approach for identifying, responding to, and meeting children’s SEN1. 

 We support and involve parents (and where relevant children), actively listening to, and acting on their 

wishes and concerns. 

 We work in partnership with the local authority and other external agencies to ensure the best outcomes 

for children with SEN and their families. 

 We regularly monitor and review our policy, practice and provision and, if necessary, make adjustments. 

 

Procedures: 

 Croft Pre-school has two designated members of staff as our Special Educational Needs and Disabilities 

Co-ordinator (SENCO) and we give their names to parents. Our SENCOs are:  

Lynn Milson and Debbie Shingles (Tel: 01430 874192)] 

 It is their responsibility to make sure parents are closely involved throughout their child’s time in pre-school 

and that parents insights inform any action taken by pre-school. 

 

 Our SENCOs work closely with our manager and other colleagues and they have responsibility for the day-

to-day operation of our Supporting Children with Special Educational Needs and Disabilities Policy and for 

co-ordinating provision for children with SEN. 

 We ensure that the provision for children with SEN is the responsibility of all members of the setting. 

 We ensure that our inclusive admissions practice ensures equality of access and opportunity. 

 We provide a broad, balanced and differentiated curriculum for all children. 

 We apply SEN support to ensure early identification of children with SEN. 

 We use the graduated approach system (assess, plan, do and review) applied in increasing detail and 

frequency to ensure that children progress.  

                                                 
1
 This includes disabled children with special educational needs 



 We ensure that parents are involved at all stages of the assessment, planning, provision and review of 

their children's special education including all decision making processes  

 We where appropriate, take into account children’s views and wishes in decisions being made about them, 

relevant to their level understanding.  

 We provide parents with information on local sources of support and advice e.g. Local Offer, Information, 

Advice and Support Service. 

 We liaise and work with other external agencies to help improve outcomes for children with SEN.  

 We have systems in place for referring children for further assessment e.g. Early Help Assessment and 

Education, Health and Care (EHC) assessment. 

 We provide resources (human and financial) to implement our Supporting Children with Special 

Educational Needs Policy. 

 We ensure that all our staff are aware of our Supporting Children with Special Educational Needs  Policy 

and the procedures for identifying, assessing and making provision for children with SEN. 

  We can provide training for parents, staff and volunteers. 

 We raise awareness of our special education provision via our website and promotional materials eg 

Makaton trained staff. 

 We ensure the effectiveness of our special educational needs provision by collecting information from a 

range of sources e.g. action plan reviews, staff and management meetings, parental and external agency's 

views, inspections and complaints. This information is collated, evaluated and reviewed annually. 

 We provide a complaints procedure. 

 We monitor and review our policy annually. 

 

Further guidance 

 

 Early Years Foundation Stage Statutory Framework (DfE 2017) 

 Working Together to Safeguard Children (DfE 2015) 

 Special Educational Needs and Disability Code of Practice (DfE & DoH 2014) 
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Safeguarding and Welfare Requirement: Key worker 

Each child must be assigned a key worker. Their role is to help ensure that every child’s care is tailored to 
meet their individual needs, to help the child become familiar with Croft Pre-School, offer a settled relationship 
for the child and build a relationship with their parents 

 Croft Pre-School 

4.1 The role of the key worker and settling-in 

 

Policy statement 

 

Croft Pre-School believes that children settle best when they have a key person to relate to, who knows them 

and their parents well, and who can meet their individual needs. We are committed to the key person 

approach which benefits the child, the parents, the staff and Croft Pre-School.  It encourages secure 

relationships in which support children to thrive, give parents confidence, and make Croft Pre-School  a happy  

place to attend or work in. 

 

We want children to feel safe, stimulated and happy in Croft Pre-School and to feel secure and comfortable 

with staff. We also want parents to have confidence in both their children's well-being and their role as active 

partners with Croft Pre-School. We aim to make Croft Pre-School a welcoming place where children settle 

quickly and easily because consideration has been given to the individual needs and circumstances of children 

and their families. 

 

The key person role is set out in the Safeguarding and Welfare Requirements of the Early Years Foundation 

Stage. Each child must have a key person.  These procedures set out a model for developing a key person 

approach that promotes effective and positive relationships for children who are in pre-school. 

 

Procedures 

 

 We allocate a key person before the child starts. 

 We offer a home visit that can be carried out before the child starts, this is done by the manager and the 

key person. 

 The key person is responsible for the induction of the family and for settling the child into our setting: 

- completing relevant form with the parents, including consent forms 

- Explaining our policies and procedures to parents with particular focus on policies such as 

Safeguarding and our responsibilities under the Prevent Duty. 

 Offering unconditional regard for the child and is non-judgemental. 



  Working with the parents to plan and deliver a personalised plan for the child’s well-being, care and 

learning. 

 Acting as the key contact for the parents and having links with other carers involved with the child and co-

ordinates the sharing of appropriate information about the child’s development with those carers. 

 Responsible for developmental records and for sharing information on a regular basis with the child’s 

parents to keep those records up-to-date, reflecting the full picture of the child in pre-school and at 

home. 

 Encouraging positive relationships between children in her/his key group, spending time with them as a 

group each day. 

 We promote the role of the key person as the child’s primary carer in Croft Pre-School, and as the basis for 

establishing relationships with other staff and children. 

 

Settling-in 

 Before a child starts to attend Croft Pre-School, we use a variety of ways to provide his/her parents with 

information. These include written information (including our prospectus), visits and individual meetings( on 

request) with parents. 

 During the weeks before a child is enrolled, we provide opportunities for the child and his/her parents to 

visit Croft Pre-School. 

 The key person welcomes and looks after the child and his/her parents at the child's first session and 

during the settling-in process. 

 We offer a home visit by the person who will be the child's key person, to ensure all relevant 

information about the child can be made known. 

 We use pre-start visits and the first session at which a child attends to explain and complete, with 

his/her parents, the child's registration records. 

 When a child starts to attend, we explain the process of settling-in with his/her parents and jointly 

decide on the best way to help the child to settle into Croft Pre-School. 

 Parents, carers or close relatives, will be welcome to stay for as much of the sessions during the first 

week (and beyond if necessary), gradually taking time away from their child, increasing this as and when 

the child is able to cope. 

 Younger children will take longer to settle in, as will children who have not previously spent time away 

from home. Children who have had a period of absence may also need their parent to be on hand to re- 

settle them. 

 We judge a child to be settled when they have formed a relationship with their key person; for example, 

the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to 

be with them. The child is also familiar with where things are and is pleased to see other children and 

participate in activities. 

 When parents leave, we ask them to say goodbye to their child and explain that they will be coming 

back, and when. 

 We recognise that some children will settle more readily that others, but that some children who 

appear to settle rapidly are not ready to be left.  We expect that the parent will honour the commitment 

to stay until their child can stay happily without them. 



 We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's 

distress will prevent them from learning and gaining the best from Croft Pre-School. 

 We reserve the right not to accept a child into Croft Pre-School without a parent or carer if the child finds it 

distressing to be left. This is especially the case with very young children. 

 Within the first two to three weeks of starting, we discuss and work with the child's parents to begin to 

create their child's record of achievement. 

 

The progress check at age two 

 The key person carries out the progress check between the child’s 2nd and 3rd birthday in accordance with 

any local procedures that are in place and referring to the guidance A Know How Guide: The EYFS 

progress check at age two. 

 The progress check aims to review the child’s development and ensures that parents have a clear picture 

of their child’s development. 

 Within the progress check, the key person will note areas where the child is progressing well and identify 

areas where progress is less than expected. 

 The progress check will describe the actions that will be taken by Croft Pre-School to address any 

developmental concerns (including working with other professionals where appropriate) as agreed with the 

parent(s). 

 The key person will plan activities to meet the child’s needs within Croft Pre-School and will support 

parents to understand the child’s needs in order to enhance their development at home. 
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Safeguarding and Welfare Requirement: Child Protection 

Providers must have and implement a policy, and procedures, to safeguard children. 

          Croft Pre-School 

1.4 Uncollected child 

 

Policy statement 

 

In the event that a child is not collected by an authorised adult at the end of a session/day, Croft Pre –School put 

into practice agreed procedures. The child will receive a high standard of care in order to cause as little distress 

as possible. 

 

We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that 

their children will be properly cared for. 

 

Procedures 

 

 Parents of children starting at Croft Pre–School 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 (if applicable). 

- Mobile telephone number (if applicable). 

- Names, addresses and telephone numbers and signatures  of adults who are authorised by the parents to 

collect their child from Croft Pre–School, for example a childminder or grandparent. 

- Who has parental responsibility for the child. 

- Information about any person who does not have legal access to the child. 

- On occasions when parents are aware that they will not be at home or in their usual place of work, they 

inform us in writing of how they can be contacted. 

 On occasions when parents, or the persons normally authorised to collect the child, are not able to collect the 

child, they provide us with written details of the name, address and telephone number of the person who will 

be collecting their child.  We agree with parents how to verify the identity of the person who is to collect their 

child. 



 Parents are informed that if they are not able to collect the child as planned, they must inform us so that we 

can begin to take back-up measures.  Our contact telephone number is 01430 874192. 

 If a child is not collected at the expected time, we follow the procedures below: 

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

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

- If this is unsuccessful, the adults who are authorised by the parents to collect their child from the Croft 

Pre–School and whose telephone numbers are recorded on the Registration Form - are contacted. 

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

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

the Collection of Children file. 

- If no-one collects the child within 30 minutes after their expected collection time and there is no named 

contact who can be contacted to collect the child, we apply the procedures for uncollected children. 

- If we have cause to believe the child has been abandoned we will contact the local authority children social 

care team: If the children’s social care team is unavailable we will contact the police. 

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

   Tel – 01482 395500 

 

For full day care, this will be the out of hours duty officer: 

Tel – 01759 880826 

 

- The child stays at Croft Pre–School in the care of two fully-vetted workers, one of whom will be our 

manager, until the child is safely collected either by the parents or by a social care worker, or by another 

person specified by social care. 

- Social care will aim to find the parent or relative. If they are unable to do so, the child will become looked 

after by the local authority. 

- Under no circumstances will staff go to look for the parent, nor leave the premises with the child. 

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

 Ofsted may be informed: 

Tel - 0300123231  
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Safeguarding and Welfare Requirement: Safety and Suitability of Premises, Environment and Equipment 

Providers must follow their legal responsibilities under the Equality Act 2010. 

 

 

          Croft Pre-School 

 

9.1 Valuing diversity and promoting inclusion and equality  

 

Policy statement 

 

Croft Pre-school are committed to ensuring that our service is fully inclusive in meeting the needs of all children.  

 

Croft Pre-school recognises that children and their families come from a wide range of backgrounds with 

individual needs, beliefs and values.  They may grow up in family structures that include one or two parents of the 

same or different sex.  Children may have close links or live with extended families of grandparents, aunts, uncles 

and cousins; while other children may be more removed from close kin, or may live with other relatives or foster 

carers. Some children come from families who experience social exclusion, severe hardship; discrimination and 

prejudice because of their ethnicity, disability and/or ability, the languages they speak, their religious or personal 

beliefs, their sexual orientation and marital status. Some individuals face discrimination linked to their gender and 

some women are discriminated against because of their pregnancy and maternity status. Croft Pre-school 

understands that all these factors can affect the well-being of children within these families and may adversely 

impact on children’s learning, attainment and life outcomes.  

 

Croft Pre-school are committed to anti-discriminatory practice to promote equality of opportunity and valuing 

diversity for all children and families using our setting. We aim to: 

 promote equality and value diversity within our setting and foster good relations with the local community; 

 actively include all families and value the positive contribution they make to our Pre-school; 

 promote a positive non-stereotyping environment that promotes dignity, respect and understanding of 

difference in all forms; 

 provide a secure and accessible environment in which every child feels safe and equally included; 

 improve our knowledge and understanding of issues relating to anti-discriminatory practice, 

 challenge and eliminate discriminatory actions on the basis of a protected characteristic as defined by the 

Equality Act (2010) namely: 

o  age; 

o gender; 

o gender reassignment; 

o marital status; 



o pregnancy and maternity; 

o race; 

o disability; 

o sexual orientation; and 

o religion or belief. 

 where appropriate, take positive action to benefit groups or individuals with protected characteristics who are 

disadvantaged, have a disproportional representation within the setting or need different things from the 

service. 

 

Procedures 

Admissions 

Croft Pre-school is open and accessible to all members of the community. 

 

 We base our Admissions on a fair system. 

 We do not discriminate against a child or their family in our service provision, including preventing their entry 

to our setting based on a protected characteristic as defined by the Equality Act (2010).  

 We advertise our Pre-school widely.  

 We provide information in clear, concise language, whether in spoken or written form and provide information 

in other languages (where ever possible). 

 We reflect the diversity of the wider society in publicity and promotional materials. 

 We provide information on our offer of provision for children with special educational needs and disabilities. 

 We ensure that all parents are made aware of our Valuing Diversity and Promoting Inclusion and Equality 

Policy. 

 We make reasonable adjustments to ensure that disabled children can participate successfully in the services 

and in the curriculum offered by the setting.  

 We would take action against any discriminatory prejudice, harassing or victimising behaviour by our staff, 

volunteers or parents whether by: 

- direct discrimination – someone is treated less favourably because of a protected characteristic e.g. 

preventing families of a specific ethnic group from using the setting; 

- indirect discrimination – someone is affected unfavourably by a general policy e.g. children must only 

speak English in the setting; 

- discrimination arising from a disability – someone is treated less favourably because of something 

connected with their disability e.g. a child with a visual impairment is excluded from an activity; 

- association – discriminating against someone who is associated with a person with a protected 

characteristic e.g. behaving unfavourably to someone who is married to a person from a different cultural 

background; or 

- perception – discrimination on the basis that it is thought someone has a protected characteristic e.g. 

making assumptions about someone's sexual orientation. 



- We will not tolerate behaviour from an adult who demonstrates dislike or prejudice towards individuals who 

are perceived to be from another country (xenophobia). 

 Displaying of openly discriminatory xenophobic and possibly offensive or threatening materials, name calling, 

or threatening behaviour are unacceptable on, or around, our  premises and will be dealt with immediately and 

discreetly by asking the adult to stop using the unacceptable behaviour and inviting them to read and to act in 

accordance with the relevant policy statement and procedure. Failure to comply may lead to the adult being 

excluded from the premises.  

Employment 

 We advertise posts and all applicants are judged against explicit and fair criteria. 

 Applicants are welcome from all backgrounds and posts are open to all. 

 We may use the exemption clauses in relevant legislation to enable the service to best meet the needs of the 

community. 

 The applicant who best meets the criteria is offered the post, subject to references and suitability checks. This 

ensures fairness in the selection process. 

 All our job descriptions include a commitment to promoting equality, and recognising and respecting diversity 

as part of their specifications. 

 We monitor our application process to ensure that it is fair and accessible. 

 

Training 

 We seek out training opportunities for all staff and volunteers to enable them to develop anti-discriminatory 

and inclusive practices. 

 We ensure that our staff are confident and fully trained in administering relevant medicines and performing 

invasive care procedures on children when these are required. 

 We review our practices to ensure that we are fully implementing Croft Pre-school’s policy for Valuing 

Diversity and Promoting Equality. 

 

Curriculum 

The curriculum offered in our setting encourages children to develop positive attitudes about themselves as well 

as about people who are different from themselves. It encourages development of confidence and self esteem, 

empathy, critical thinking and reflection. 

 

We ensure that our practice is fully inclusive by: 

 creating an environment of mutual respect and tolerance; 

 modelling desirable behaviour to children and helping children to understand that discriminatory behaviour and 

remarks are hurtful and unacceptable; 

 positively reflecting the widest possible range of communities within resources; 

 avoiding use of stereotypes or derogatory images within our books or any other visual materials; 

 celebrating locally observed festivals and holy days; 



 ensuring that children learning English as an additional language have full access to the curriculum and are 

supported in their learning;  

 ensuring that disabled children with and without special educational needs are fully supported; 

 ensuring that children speaking languages other than English are supported, as their family requests, in the 

maintenance and development of their home languages 

 

We will ensure that our environment is as accessible as possible for all visitors and service users. We do this by: 

 undertaking an access audit to establish if the setting is accessible to all disabled children and adults. If 

access to the setting is found to treat disabled children or adults less favourably, then we make reasonable 

adjustments to accommodate the needs of disabled children and adults. 

 fully differentiating the environment, resources and curriculum to accommodate a wide range of learning, 

physical and sensory needs. 

 

Valuing diversity in families 

 We welcome the diversity of family lifestyles and work with all families. 

 We encourage children to contribute stories of their everyday life to the setting. 

 We encourage mothers, fathers and other carers to take part in the life of the setting and to contribute fully. 

 For families who speak languages in addition to English, we will develop means to encourage their full 

inclusion. 

 We offer a flexible payment system for families experiencing financial difficulties and offer information 

regarding sources of financial support. 

 We take positive action to encourage disadvantaged and under-represented groups to use the setting. 

 

Food 

 We work in partnership with parents to ensure that dietary requirements of children that arise from their 

medical, religious or cultural needs are met where ever possible. 

 We help children to learn about a range of food, and of cultural approaches to mealtimes and eating, and to 

respect the differences among them. 

 

Meetings 

 Meetings are arranged to ensure that all families who wish to may be involved in the running of the setting. 

 We encourage fathers to be involved in the setting, including those fathers who do not live with the child. 

 Information about meetings is communicated in a variety of ways - written, verbal and where resources allow 

in translation – to ensure that all mothers and fathers have information about, and access to, the meetings. 

 

Monitoring and reviewing 

 So that our policies and procedures remain effective, we monitor and review them annually to ensure our 

strategies meet our overall aims to promote equality, inclusion and to value diversity. 

 We provide a complaints procedure and a complaints summary record is available for parents to see. 



 

 

 

Public Sector Equality Duty 

 We have regard to the Duty to eliminate discrimination, promote equality of opportunity, foster good relations 

between people who share a protected characteristic and those who do not. 

 

Legal framework 

 

The Equality Act (2010) 

Children Act (1989) & (2004) 

Children and Families Act (2014) 

Special Educational Needs and Disabilities Code of Practice (2014)  
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General Welfare Requirement: Safeguarding and Promoting Children’s Welfare 

The provider must take necessary steps to safeguard and promote the welfare of children. 

1.2.1 Whistle Blowing   

 

 

 

  
 
 

Croft Pre-School 
 
 

1.2.1 Whistle Blowing 
 
Policy statement 
 
Croft Pre-School safeguards and promotes the welfare of all children in our care. This policy 

supports policy 1.2 Safe Guarding Children and Child Protection and gives staff specific 

guidance with regards to reporting child protection issues within Croft Pre-School. 

 

We promote a culture of safe working practice where all staff recognise and acknowledge that 

they are free, able and encouraged to express concerns they may have about childcare practice 

within Croft Pre-School. 

 
Procedures 

We encourage all individuals to raise any concerns that they may have about the conduct of 

others in Croft Pre-School or the way in which Croft Pre-School is run. All staff must 

acknowledge their individual duty to bring matters of concern to the attention of their senior 

manager. Although this can be difficult it is particularly important where the welfare of children 

may be at risk. 

 

Staff members within Croft Pre-School may be the first to recognise that something is wrong; 

however they may not be able to express their concerns out of feeling disloyal to colleagues or 

fear of harassment and victimisation. These feelings, however natural must never result in a 

child being put at risk. 

 
Reasons for whistle blowing  

 Each individual has a responsibility for raising concerns about unacceptable practice or 

behaviour 

 To prevent problems worsening or widening 

 To protect and reduce risk to others 



   

 To prevent becoming implicated yourself 

 

What stops people from whistle blowing? 

 Starting a chain of events which spirals 

 Disrupting work 

 Fear of getting it wrong 

 Fear of repercussions or damaging careers 

 Fear of not being believed 

 

Staff who have concerns regarding the welfare of children within Croft Pre-School must follow 

the procedure outlined below 

 An individual should voice their concerns, suspicions or uneasiness as soon as they feel 

they can. The earlier the concern is expressed the easier and sooner action can be 

taken. 

 The individual should try to pin point what practice is concerning them. 

 They should give names, dates and places where possible. 

 A member of staff is not expected to prove the truth of an allegation but will need to 

demonstrate sufficient grounds for concern. 

 Report any concerns to the pre-school manager. If this is not possible, then report your 

concerns to a designated person or officer for child protection issues or the chair of the 

committee. Alternatively OFSTED may be contacted on 0300 123 1231. 

 All employees and those involved with the Croft Pre-School should be aware of the 

importance of safeguarding the welfare of children.  

 Any matter staff raise under this procedure will be investigated thoroughly, promptly and 

confidentially, and the outcome of the investigation will be reported back to the 

individual. 

 The individual will not be victimised for raising a matter under this procedure. This 

means that continued employment and opportunities for future promotion or training will 

not be prejudiced as a result of raising a legitimate concern. 

 Victimisation of an individual for raising a qualified disclosure will be a disciplinary 

offence. 

 If misconduct is discovered as a result of any investigation under this procedure Croft 

Pre-School’s disciplinary procedure will be used, in addition to any appropriate external 

measures. 



   

 If an individual makes a maliciously, vexatious or a false allegation then this will be 

considered to be a disciplinary offence and disciplinary action will be taken against the 

individual. 

 An instruction to cover up wrongdoing is itself a disciplinary offence. If you are told not to 

raise or pursue any concern, even by a person in authority such as a manager, you 

should not agree to remain silent. In this event you should report the matter to the pre-

school manager or the chair. 

 

Legal framework 

Primary legislation 

 Children Act (1989 s47) 

 Protection of Children Act (1999) 

 Data Protection Act (1998) 

 The Children Act (Every Child Matters) (2004) 

 Safeguarding Vulnerable Groups Act (2006) 

Secondary legislation 

 Sexual Offences Act (2003) 

 Criminal Justice and Court Services Act (2000) 

 Equalities Act (2010) 

 Data Protection Act (1998) Non Statutory Guidance 

 

Further guidance 

 Working Together to Safeguard Children (2015) 

 What to do if you are Worried a Child is Being Abused (2015) 

 Framework for the Assessment of Children in Need and their Families (DoH 2000) 

 The Common Assessment Framework for Children and Young People: A Guide for 

Practitioners (CWDC 2010) 

 Statutory guidance on making arrangements to safeguard and promote the welfare of 

children under section 11 of the Children Act 2004 (HMG 2007) 
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Safeguarding and Welfare Requirement: Information and Records 

Providers must maintain records and obtain and share information to ensure the safe and efficient management of 
the setting, and to help ensure the needs of all children are met. 

 Croft Pre-School 

10.11 Working in partnership with other agencies 

 

Policy statement 

 

Croft Pre-School work in partnership with local and national agencies to promote the well-being of all children. We 

will never share your data with any organisation to use for their own purposes. 

 

Procedures 

 

 We work in partnership, or in tandem with, local and national agencies to promote the well-being of children. 

 We have procedures are in place for the sharing of information about children and families with other 

agencies. These are set out in our Privacy Notice,  Information Sharing Policy, Safeguarding Children and 

Child Protection Policy and the Supporting Children with Special Educational Needs Policy. 

 Information shared by other agencies with us is regarded as third party information. This is also kept in 

confidence and not shared without consent from that agency. 

 When working in partnership with staff from other agencies, we make those individuals welcome in Croft Pre-

School and their professional roles are respected. 

 We follow the protocols for working with agencies, for example on child protection. 

 We ensure that staff from other agencies do not have unsupervised access to the child they are visiting in the 

setting and do not have access to any other child(ren) during their visit. 

 Our staff do not casually share information or seek informal advice about any named child/family. 

 When necessary, we consult with, and signpost, local and national agencies who offer a wealth of advice and 

information that help us to develop our understanding of the issues facing us and who can provide support 

and information for parents. For example, ethnic/cultural organisations, drug/alcohol agencies, welfare rights 

advisors or organisations promoting childcare and education, or adult education. 
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