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Safeguarding Children (Including Child Protection) 
 

At Hillyfields Day Nursery, we recognise that “Safeguarding” refers to a broad range of responsibilities 

that we hold towards children and their families. We recognise that in our role as practitioners we need to 

be aware of the ‘spectrum of needs’ that we might notice, and that it is our responsibility to provide a level 

of help to a child and/or their families, at the earliest opportunity. This might include a low level support 

within the nursery, targeted help along with other services, ‘signposting on’ to other services and talking 

with Children’s Social Care, where we have concerns for risk and/or harm to children and their families. 

This ‘spectrum’ of responses to children and families needs, includes our Child Protection responsibilities, 

as laid down in ‘What to do if you’re Worried a Child is Being Abused’ 2006. All staff are familiar with 

their own responsibilities to act swiftly upon any suspicions or concerns they may have about any child or 

member of staff at the nursery 

 

Working in Partnership with Parents  

At Hillyfields, we aim to work in partnership with parents and we will share our policies and procedures 

with new families. As part of that partnership, we recognise that parents have expert knowledge of their 

children, and we will encourage them to share that information during the settling-in period and throughout 

the child’s time at Hillyfields. Children’s progress is monitored, and our aim is for each child to have the 

opportunity to develop their full potential. Parents are expected to work with the staff to ensure that their 

children remain safe from harm. 

 

At Hillyfields, we understand that children who have additional learning needs may not be able to make 

their concerns or fears known. Staff would endeavour to watch for changes in behaviour or other signs 

which would be outside of the child’s usual behaviour and record such incidents while keeping the 

Designated Officr for Safeguarding, Kerrie Smith, informed. 

 

Any incidents or concerns, such us unexplained change in a child’s behaviour, should be reported 

immediately to the designated person. A record of the concern will be made, including the date and time of 

the incident. In the event of a future safeguarding children investigation, any relevant written factual 

information may be called for. All such investigations will be kept confidential and shared only on a “need 

to know” basis. Any personal information about a child will be kept confidential and written information 

will be stored in a locked cabinet. Any safeguarding children issues will be discussed only with the relevant 

professionals. 

 

Staff will also intervene to challenge any behaviour they consider inappropriate and action will be taken 

where we have any concerns of non- accidental injury or abuse. We have a legal duty to report any 

concerns we may have about a child’s well-being to Children’s Social Care. Although staff will aim to 

discuss any concerns with parents in a sensitive manner, there may be times when incidents are reported 

without parents’ knowledge or consent. This happens in very few situations and parents will be informed at 

the earliest opportunity.  

 

Roles & Responsibilities of Designated Person for Safeguarding 

 

 Identify staff training needs, including new members of staff. 

 Liaise with Social Care & Health on safeguarding children issues. 

 Receive verbal reports from staff members and advise on ‘next steps’ 

 Keep written reports of any concerns raised and action taken – all records will be stored in a 

locked cabinet 

 To be aware of members of staff who may hold a history of abuse from their own childhood and to 

provide appropriate support in ensuring they follow the nursery’s safeguarding policy and 

procedure  

 

Staff recruitment and vetting  

The Disclosure and Barring Service, has vetted our staff and any new staff will also undertake DBS 

disclosures. All staff have been made aware of the nursery’s policies, procedures and practice and are 

expected to adhere to these at all times. The nursery also follows a strict safe recruitment policy. 
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Safeguarding Children information at Hillyfields Day Nursery 

 

Members of staff need to be aware of how to protect children and themselves. We will give 

training so that staff are able to recognise possible signs and symptoms of abuse and to follow the 

Nursery’s policies and procedures. They will also need skills and knowledge so that they can 

respond to the needs of the children who may be victims of abuse e.g. they should know not to 

question children about what they have said. All members of staff will be taught about the 

importance of accurate recording of their observations or anything a child discloses to them. Staff 

must not make comment either publicly or in private about a parent’s supposed or actual 

behaviour.  Staff must raise any concerns initially with the designated person, who will then 

discuss the matter with the registered person and appropriate action will be considered. Staff 

responsibilities do not include investigating the suspected abuse. However, the staff will keep 

accurate records of their observations, signed and dated, and of anything said to them by the child 

or others in connection with the suspected abuse. This information will be kept in a locked 

cabinet. 

 

As a Staff Team, we are aware that both members and staff and parents may have personal 

experience of abuse or harm from their own upbringing. Whilst we will be sensitive to this 

possibility, we will not allow this to ‘cloud our vision’ when responding to safeguarding concerns 

for young children.  

 

 

What we do 

 

1. In the event of any injury to a child whilst in the care of Hillyfields Day Nursery – accidental 

or otherwise - ensure that a detailed entry is made in the Accident Book (according to Accident 

Procedure). Parents should always be shown this and asked to sign it. 

 

2. Ofsted must be informed as soon as possible of any accident that requires serious medical or 

dental treatment. 

 

3. Keep separate confidential records in incident book of any false allegations a child makes 

about staff. This could include comments such as “you’re always picking on me” or “you hit me” 

or “don’t touch me”. 

 

4a. Staff know that if a child touches them or talks to them in a sexually inappropriate way or 

place, they must record what happened and ensure that another adult is informed. We 

acknowledge that it could be a totally innocent touch; so we do not make the child feel as he or 

she has done anything wrong. However, staff know not to ignore this behavior or allow it to go on 

as it may place them in a difficult situation. It is not appropriate for the child to continue doing it 

as the next person may take advantage and then say that the child started it. 

 

4b.The designated officer must be informed immediately of any allegations made against a 

member of staff and will then follow the nursery’s Allegation against Staff policy  

 

5. Staff are reminded to be aware of boundaries that are acceptable /unacceptable as stated in 

Behaviour Management policy. 

 

 

We have written procedures for dealing with any allegations that are made against 

members of staff 
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What Is Child Abuse? 

 

A child may be abused through a deliberate act, or by somebody failing to act to prevent harm 

taking place. Children may be abused when adults that should be caring for them neglect their 

needs. Children may be abused within a family or in a community setting, by those they know 

well or strangers. Abuse, ill treatment and neglect of children occur in all cultures, religions, 

ethnic groups and social classes. Remember that children with disabilities or babies may be 

abused, but be unable to communicate what happened verbally. At Hillyfields, we will remain 

vigilant to children’s behaviour, as the main ‘clue’ to recognising needs or possible harm.   

 

If a child trusts you enough to tell you that he/she is being harmed in some way – however 

unlikely you think it is – it is very important to take what the child said seriously and to reassure 

them. Make a note of the conversation as soon as possible, and follow Safeguarding Children 

Procedure.  

 

Child abuse falls into four main categories and although our information poster on “Signs and 

Symptoms of Child Abuse” is a helpful visual aid, the following are the four main categories 

 

 Emotional Abuse 

 Neglect 

 Physical Abuse 

 Sexual Abuse 

 

 

 

Working with Parents, information-sharing and confidentiality  

 

It is important to stress to older children (those over 10 or 11 years) and parents that you cannot 

keep all information that they give to you private, if you feel a child has been harmed or is at risk 

of harm. Staff members should be honest and open with parents, when they feel it is necessary to 

pass information to Children’s Social Care. Information is shared with Children’s Social Care and 

other professionals, usually with the parent’s full knowledge and agreement. This information 

should be shared with sensitivity and the child and parent’s right to confidentiality respected. This 

means that private family information should only be shared by those who ‘need to know’. If staff 

members are in any doubt about what is ‘confidential’, they should seek guidance from the 

Designated Person.   

 

N.B. Parents have a right to know of any concerns that staff members might have for the parent 

(i.e. mental ill health) or harm or risk of harm to their child. The only occasions that staff 

members would not talk with parents are when the concerns are of a sexual abuse nature, or 

where talking to the parent may place the child at greater risk. For example, the parent is showing 

signs of extreme mental ill health or violence.  

 

Children’s Social Care can be contacted on 0208 314- 6660 for advice. 
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Making a Referral (What you should do) 

 
For urgent cases 

1. If a child or any other person (including you) are at risk of immediate harm or need urgent medical 

assistance call 999 or 112 (alternative emergency services number) 

 

2. As soon as you can, inform Children’s Social Care: 020 8314 6660 or 020 8314 6294. Out of 

hours no: 020 8314 6000 

 

Where practitioners have concerns of a less urgent nature, regarding a child’s safety and/or welfare 

1. Practitioner reports concerns to the Designated Officer (Kerrie Smith) or in her absence Martin 

Kane or Elainne Dalton.  

 

2. If a decision is made to make a referral, contact Family support team (within the Early 

intervention service 0208 314 6070 or Children’s Social Care Referral Team: 020 8314 6660/ 

020 8314 6294.  After 6pm, contact the Duty Social Worker: 020 8314 6000. The Director, 

Elainne Dalton should also be informed: 07979 502 749 

 

3. Ensure you have the following details, as they will be needed:   

 The child: name, date of birth, address, language spoken, any disability, and 

present whereabouts. 

 Siblings: as above, including schools attended if applicable. 

 Parents (or others with parental responsibility for the child): name, address, 

phone number, language spoken, any additional needs (I.e. Learning Disability, 

Mental Health need) present whereabouts 

 All available information about the incident, or observations which led to your 

concern – whether it is emotional/ physical/ sexual/ neglectful or any 

combination of these. 

 Details of any account given by the child or any other person. 

 Details of the family GP or other professionals known to be working with the 

family e.g. Social Worker or Health Visitor. 

 Details of any family members of the child’s extended family or community 

who are significant to the child. 

 Details of any other person known to be living in, or a regular visitor to, the 

child’s home. 

 Information about any other previous incidents or causes for concern relevant to 

this referral. 

 Details of the nursery, address and telephone number 

 

4. Make sure that you have taken the social worker’s name and telephone number. 

  

5. Check whether you will be expected to have any further involvement. During the telephone 

conversation, ask when, how and who will inform the parents if they are not already aware of the 

concerns. This is especially important in the investigation of sexual abuse, domestic violence or 

other matters of particular sensitivity. 

  

6. Ask whether there is likely to be any disruption to the child’s placement at the nursery. 

 

7. Inform Ofsted: 0300 123 1231. They will consider, in conjunction with the Children’s Social Care, 

whether any action needs to be taken to protect the children who attend the nursery. 

 

8. Follow up the referral in writing within 48 hours, which may involve a CAF form being 

completed. 

 

Once a referral has been made, it is the responsibility of Lewisham Children’s Social Care to conduct an 

initial assessment and decide whether an investigation is necessary. As the referring agency, the Designated 

Person may be invited to attend a strategy meeting 
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Mobile phone/recording equipment/cameras & social 

networking policy 
 

We believe our staff should be completely attentive during their hours of working, to ensure all 

children in the nursery receive good quality care and education. This is why mobile phones are 

kept in staff lockers and are not to be used during working hours.  

 

We also feel that restrictions need to be placed on staff when they access social networking sites. 

The nursery has a high reputation to upkeep and comments made on sites such as ‘Facebook’ 

could have an impact on how parents using the nursery view the staff.  

  

 Mobile phones must be turned off and kept in your locker when you are on duty  

 

 Mobile phones must not be used unless on a designated break and then this must be away 

from the children, including communal areas 

 

 Staff must not post anything onto social networking sites such as ‘Facebook’ that could 

be construed to have any impact on the nursery’s reputation 

 

 Staff must not post anything onto social networking sites that would offend any other 

member of staff or parent using the nursery 

 

 If staff choose to allow parents to view their page on social networking sites then this 

relationship must remain professional at all times 

 

 If any of the above points are found to be happening then the member of staff involved 

will face disciplinary action, which could result in dismissal.  

 

 

Use of cameras and recording equipment 

 

We ensure that any photographs or recordings taken of the children in our nursery are only done 

with prior written permission from each child’s parent. This is gained when each child is 

registered. We ask for individual permissions for photographs and video recordings for each 

different use including, use in the child’s learning journey, for display purposes, for promotion 

materials including our nursery website and brochure and to use in the local press. If a parent is 

not happy about one or more of these uses then the nursery will respect their wishes and find 

alternative ways of recording their child’s play or learning.   

Parents are not permitted to use any recording device or camera on the nursery premises without 

the prior consent of the manager.  

Staff are not permitted to take photographs or recordings of a child on their own devices and only 

use those provided by the nursery. The nursery manager will monitor all photographs and 

recordings to ensure that the parent’s wishes are adhered to.  
 

CCTV recording system  

 
The system has been installed by the Nursery with the primary purpose of ensuring the safety of 

children in our care, and helping to ensure the safety of all staff, parents/carers and visitors 

consistent with respect for the individuals' privacy. It is recognised that images are sensitive 

material and subject to the provisions of the Data Protection Act 1998; access to images will be 

restricted to those staff who need to have access in accordance with the purposes of the system. 
 


