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Any issue regarding the safety or care of a child at playgroup must be recorded 

in the incident book and discussed with a senior member of staff. The child 

protection co-ordinator must also be notified when staff deems the child could 

possibly be at risK. If you are ever unsure please ask the child protection co-

ordinator (Jo) it is better to ask than risk the undue harm of a child.  

If a serious concern is logged then the child protection co-ordinator will 

contact Children’s services on 01332 717118 or 01332 711250 (out of hours).   

If appropriated the child’s parents will be notified and enquiries made.  

As is so often emphasised we must work with children and their parents to 

provide children with a suitable environment but where we may have concerns 

of child abuse staff members need to think carefully about the information 

they share with parents about their children. If you are unsure speak to a 

senior member of staff.  

Resources about how to recognise if a child is being abused are stored in the 

grey cupboard all staff members must be familiar with this and it would be 

expected that staff undertake regular training in child protection.  
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To ensure all children at St Paul’s Pre-School Playgroup are safeguarded and 

their welfare promoted all staff and committee members have an obligation to 

ensure that all possible steps are taken to protect and support them to grow 

and thrive. 

The playgroup and committee members: 

Manager and Chair of committee; Jo Francis agrees to abide by this child 

protection policy………………………………………. 

Assistant Manager and Secretary; Judy Hill agrees to abide by this child 

protection policy………………………………………….. 

Pedagogue: Naomi Godridge agrees to abide by this child protection 

policy…………………… 

Special Educational Needs Co-ordinator and Vice Chair of committee Rachel 

Wiggins agrees to abide by this policy……………………………………. 

Treasurer Julia Mitton agrees to abide by this policy…………………………. 

These policies are intended for all members of staff or volunteers to read we 

would expect volunteers to adhere to the same policies and procedures that 

we ask our staff to do. If you have any concerns or do not agree with any of the 

content please feel free to discuss this with Jo or Judy. The term parent is used 

to refer to whoever is the parent or carer of the child.  

 

Health and Safety 

The health and safety of children at playgroup is of paramount importance 

manager: Jo will hold responsibility for ensuring that all staff are aware of the 

health and safety policy and that they abide by the rules and regulations for 

playgroup. If a child’s health or safety is affected staff must asses whether this 

could have been avoided and take reasonable steps to avoid such incidents 

happening again. When outside support is needed staff members must discuss 

with manager as to whom the best person is to contact if this is not 

appropriate they may talk to a member of the committee but confidentiality 

must always remain of paramount importance in their search for information 
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to support and help the child. Incidents of jeopardised child safety must be 

recorded in the health and safety folder and parents must be notified as staff 

feel is appropriate. Any child coming to playgroup with unusual marks or 

bruises must be monitored closely and the child protection officer must be 

kept informed of all incidents. The health and safety folder must be reviewed 

every month and where necessary and appropriate staff must be made aware 

of any repeated incidents that may affect a child or children in their care.  

Copies of records must also be stored in the child’s record folder but sensitivity 

to the nature of the record must be assessed by staff before they show this 

folder to parents. 

A Risk assessment must be carried out for activities on the premises every four 

months. Risk assessments should also be carried out for activities such as 

cooking which use harmful, hot or other high risk things. The safety checklist 

must be filled out by Jo or Judy at the start of each session which includes the 

check of toilet facilities, fire equipment, first aid equipment and any other area 

that the children will come into contact with. All outings must have a risk 

assessment carried out for them and the risks that can be controlled such as 

correct level of adult support, taking first aid equipment, hats, sun cream, 

wellies etc must be met to the best standard possible. Parental permission 

must have been given; staff also have a duty to notify parents in advance 

(where possible) or straight after when an outing has taken place. This will 

ensure that parents have a sound knowledge of where their child has been 

that day and what substances and environments their child may have come 

into contact with.  

Children who visit playgroup and are not yet registered at playgroup will need 

to stay with a parent or carer at all times. If the parent does leave child to chat 

to other member of staff, go to the loo etc. All staff need to show appropriate 

care and attention that we have no prior knowledge of allergies, behaviour etc 

and so great care should be given and parental permission sought before the 

child can play with certain materials and eat snack.  

If a child has not been collected then parents would be contacted, followed by 

emergency contacts. It may be necessary to try a number of times to contact 

parents and individual child record forms would give better guidance as to the 

appropriate people and places to contact. Two members of staff would need 
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to stay with the child. If parents were not contactable advice would need to be 

sought from Children’s Social Care. (contact details in front of information 

folder). 

To ensure that children leave with the correct person staff must be aware of 

who is collecting the child. When the child is dropped off in the morning the 

staff member doing the register must ask the adult dropping off who is 

collecting the child tonight this must then be recorded in the register. In an 

emergency or if another adult comes staff must ask for the password (a special 

word set by the parents and stored on the child’s record form). Staff should 

also use common sense as to whether the child is happy leaving with this adult 

and whether they know them. IF YOU HAVE ANY DOUBTS RING THE PARENTS. 

It is better to have a safe child and seek advice from the parents than to let a 

child leave with someone you are unsure about. 

If a child is lost a search for the child whether on or off the premises must 

begin immediately. It is the most senior member of staff’s job to alert the 

emergency services as soon as a child cannot be found. Parents must then be 

notified. Staff must try to adhere to ratios as best as possible, emergency staff 

may need to be called in. After the event a full report must be made by the 

manager if committee feels it is necessary or if emergency services had to be 

contacted. The manager must interview all appropriate parties and provide a 

copy to the child’s parents and to OFSTED. Appropriate action must be taken if 

deemed necessary to stop the event occurring in the future.  

All staff and parents will be asked not to smoke on or near the Hall. Staff will 

not be able to smoke whilst at work and if they do have a cigarette on their 

break will need to ensure that they do not have contact with the children for 

fifteen minutes after the cigarette. This is because the fumes they have 

breathed in are still in their lungs for a considerable time after. 

Staff members will not be allowed to work if under the influence of drugs or 

alcohol. Prescribed medication must be suitable for people working with 

children and a member of staff taking medication of any kind must notify the 

manager and this must be logged in their record folder and discussed as 

appropriate. Staff members attending work with a hangover will not be 

allowed to look after children and it is up to the manager’s discretion as to 
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whether she feels they are in an appropriate state to be at work. Any member 

of staff coming to work under the influence of any intoxicating substance or 

recovering from an intoxicating substance may be sent home without pay and 

a disciplinary may be put into place.   

Food: Parents will be responsible for providing children with a healthy and 

nutritious lunch at playgroup if they stay for a full day. Information will be 

available on what constitutes a healthy lunch. Parents will also be responsible 

for ensuring that the meal they provide for children does not have high risk 

foods within this again advice can be given to parents about this upon request. 

If parents do need to bring in high risk foods for their children suitable storage 

in the fridge will need to be provided (such as a sealed labelled box).  

Snacks: Playgroup will provide snacks prepared by a member of staff with the 

appropriate food hygiene training. We will provide a vast array of snacks the 

majority of which will be healthy snacks fruit will be always on offer and often 

accompanied by something a little more substantial such as ryvita, bread 

sticks, and couscous or potato cakes. We will also encourage children to get 

involved with the preparation and hygiene of eating times. Hand washing will 

be requested and information supplied as to why we do this as well as 

information about what is for snack such as where it comes from, which 

animals eat it etc.  

Diet: When the child record form is filled out it will be the keyworkers job to 

ensure that all allergies and dietary requirements are discussed with parents 

the manager will then need to type up an allergy or diet notification certificate 

which will need to be stored in the front of the medication folder. This will also 

need to provide information on what to do if the child does have an allergic 

reaction. All staff, students or volunteers must refer to these certificates 

before providing snacks to children. We must ensure that we help the children 

to become aware of what they and their friends can and cannot eat and the 

reasons behind this (including religious requirements and vegetarian or vegan 

choices).  

Accidents: All staff have a paediatric first aid certificate and will be shown how 

to log an accident in the accident folder; they will also have to inform parents 

and ensure parents have signed the accident form. The first aid box will be 



July 2009 6 
 

stored in the cupboard and the travel first aid bag must always be taken on 

outings this is all staff members’ responsibility although ultimately the 

managers job to check. If a child has had a head injury then ‘a bump to the 

head’ form will be given to parents. All parents will be asked to sign an 

emergency treatment form as well as a medication form if a child requires 

medication at playgroup. In the event of an emergency the most senior 

member of staff available at the time will contact the emergency services. 

Please note it is not playgroup policy to administer over the counter medicines 

such as paracetamol to children unless previously discussed with staff 

members. If a child does need regular administration of medicines or 

emergency treatment such as an inhaler or antihistamine we would be happy 

to accommodate this into our playgroup routine and the medication would be 

stored safely in the kitchen which will be out of bounds to children. If a child 

has been prescribed medicine such as antibiotics parent/carers will need to 

contact us before bringing their child to playgroup to discuss whether the child 

is in a suitable condition to be playing with other children we appreciate your 

sensitivity in this area. If a child has medication and it has been authorised by 

the manager then the medicine must be stored at the correct temperature in 

the kitchen either in a sealed container in the fridge or on the shelf in the 

kitchen. When medicine is administered this must be witnessed by two 

members of staff and the parent must also provide a signature the sheet must 

then be stored in the back of the child’s record form and a copy placed in the 

medication folder. In addition to this when the parent drops off the child they 

must provide the first time they administered the medicine to the child and 

sign the form to confirm. The member of staff receiving the child must ensure 

that they make a note on the register about the medicine. The child record 

forms will ask whether children have any additional needs such as medication. 

Parents will be requested to provide appropriate clothing for their children 

depending on the weather conditions.  

At Saint Pauls’ Pre-school Playgroup we aim to provide each individual child 

and their family with a personal experience. We want to get to know both 

parent and carer and we want the playgroup to provide the support and 

education to suit their individual journey. We aim to do this by providing highly 

qualified members of staff; all our staff members are fully qualified. We also 
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will allocate a key worker to each child and family and will ensure that there is 

time at the beginning and end of sessions for staff, parents and children to 

discuss any concerns, achievements and get to know one another a little 

better. We also will provide a display board with a brief summary of the 

sessions activities for both morning and afternoon so that full day children can 

show parents both. 

Health and safety policies and procedures will be available for both parents 

and staff to look at in the policies and procedures file. Also relevant policies 

and procedures will be signed by parents and staff. 

Fire Safety 

As fire safety Officer Judy will ensure that we have up to date and relevant fire 

policies and that all staff and parents have a copy of this (probably by way of a 

display on notice board). This will ensure that both staff and parents will know 

where to go and what to do in the event of a fire in the building no matter 

what the time of day. Judy will also meet with Derbyshire fire safety officer 

who will check that our fire evacuation procedure is correct as well as checking 

appliances, fire exits and all fire recognition equipment. 

Safety and Welfare of Children 

Staff must ensure that parents  

 Are notified of the policy towards child protection procedures.  

 Parents/carers will usually be the first point of reference, though 

suspicions will also be referred as appropriate in the first instance to the 

manager. All suspicions and any investigations will be kept confidential, 

shared only with those who need to know. The people most commonly 

involved will be the members of staff.  

 All parents will be worked with and supported throughout the child 

protection procedure.  

 Where abuse is suspected, the playgroup will continue to welcome the 

child and family while investigations proceed. 

 Notify staff of any injuries that have occurred prior to the chlid’s visit to 

playgroup, these will be recorded in the accident/incident book. 

 Incidents recorded by playgroup will be shared with the parent/carer. 
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 Practitioners will notify parents/carers of any injury, which occurs while 

the child is in our care. Details will be recorded in the accident book and 

a accident form will be placed in the child’s record folder this form must 

be signed by both parent/carer and two members of staff. Staff must 

also discuss all details with the parent/carer remembering to be 

sensitive if other children are involved.  

It is Jo’s responsibility to ensure that all staff are aware of the potential 

indicators of abuse or neglect and annual training should be undertaken in this. 

All staff have a responsibility to ensure that they protect all children no matter 

what their race, ability, culture or religion. Staff must be aware that young 

children who cannot yet articulate verbally what is happening to them are 

among the most vulnerable of children along with those who have a disability 

(children with disabilities make up a high proportion of abused children).  

There are four different types of abuse: neglect, physical, emotional and sexual 

abuse. Definitions of these can be find in the document ‘What to do if you’re 

worried a child is being abused’ found with the other resources in the silver 

cupboard. Abuse is the harm of a child which affects them mentally, physically, 

emotionally and or sexually. Abuse can be very hard to prove and to notice but 

to those who have to experience it the effects can be very hurtful for the rest 

of their lives. 

If a member of staff or a volunteer has a concern about a child they must speak 

to Jo or Judy if Jo is unavailable. It is then their responsibility to contact 

Children’s Social Care (01332 717118 or 01332 711250) all the contact details 

for support for children who may be experiencing abuse are in the front of the 

policies and procedure folder. Children’s social care can be contacted at 

anytime during the day or night and must be contacted as soon as possible 

once a problem has been noticed. They do not just deal with referrals but 

provide advice also. The duty social worker will ask the nature of the concerns, 

how and why they have arisen and what appears to be the need of the child 

and family.  

The first steps Children’s social care will take will be to identify whether 

immediate action needs to be taken (whether the child is in real danger). 

Providing full and accurate information will help with this. This means we need 
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to provide as much information as possible but if we do not have all the 

information and we have concerns referral should still be made. 

Children’s social care will ask for essential information so the child’s record 

form will need to be accessed when contacting them. Extra information that 

you feel may impact upon the referral should also be discussed with the 

member of staff who is referring the child so she can pass this on.  

The member of staff who makes the call should fill out a child referral form and 

place in the child’s record folder. This form will provide details of the social 

worker who took the referral, what happens next, who will take the action, no 

further action taking place, what the child and family will be told, who will tell 

them and when they will be told. There will also be space at the bottom of this 

form to write down any other important details.  

A telephone referral must be followed up by a written referral within 48 hours 

(Children’s Social care should respond to a written referral within one working 

day of receiving it). If playgroup has not received acknowledgement within 

three working days they should contact Children’s social care again. As Saint 

Paul’s Church hall is a shared building and referrals will provide confidential 

information it will be requested that any correspondence be sent to the 

address of Jo Francis (Weaver view, Main St, Hollington, Ashbourne, 

Derbyshire, DE6 3AG).  

Please note although staff or volunteers who refer a child to the child 

protection co-ordinator do not have to refer the child to children’s social care 

they do have a responsibility to ensure that action has been taken by the child 

protection co-ordinator. Anyone can refer a child to Children’s Social Care. If 

the concerns raised include miss-conduct by a member of staff or a volunteer 

then as well as Children’s social care the Local Authority Designated Officer 

(LADO) must be notified. 

All referrals must be discussed at the committee meetings and committee 

members must ensure that policies and procedures were followed correctly by 

all members of staff. With this in account the confidentiality of the child 

concerned must be kept. With members of staff this is not the case.  



July 2009 10 
 

Sometimes a member of staff may notice a child has an unusual mark or is 

behaving unusually but not have any significant proof or concerns regarding 

the child’s safety and wellbeing if this is the case then a record of this should 

be placed in the child’s record folder and also in the incidents folder. Please 

note that parents will have access to the child record folder on request, so 

sensitive information may need to be divulged in greater detail in the incident 

folder if you have any concerns ask Jo. Legally parents will have given 

permission for us to store information about their child so we can store this 

sensitive information as long as it is stored correctly and treated with care. 

When a member of staff is writing such a report they must also take into 

account whom is around when they write the report they may need to take a 

break and write the report in a separate room. 

All members of staff and volunteers must also be given information about both 

the Special Educational Needs Code of Practice (SENCoP) and the Common 

Assessment Framework (CAF). Derby Safeguarding Children Board can also 

provide further details on the skills and knowledge required by staff and 

volunteers who work with children. All staff can talk to Jo about any concerns 

they may have regarding another member of staff or something a child may 

have said to them. Information about other agencies that can also provide 

support is available at the front of the staff information folder.  

All staff need to be aware of the risk individual abusers may pose to children. 

The information they store about the children in their care must be accessible 

to other agencies if necessary especially if a child is being investigated for 

abuse. Staff must ensure that they help and support in what ever way possible 

children who are or may be suffering abuse. They also need to ensure that they 

do not accuse an innocent person of abuse. Advice should always be sought 

before an accusation is made for staff or volunteers talk to Jo or Judy who will 

in turn contact the relevant organisation. All staff must be familiar with the 

safeguarding and child protection procedures at playgroup.  

At the moment playgroup does not have internet access any computer games 

used will be age appropriate and pre checked by a member of team before 

being used.  
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Saint Paul’s Pre-School Playgroup is committed to working with other 

organisations to provide each child in their care with the best most inclusive 

and supportive service possible. When agencies work together and liaise with 

one another then children do not slip through the gaps so easily. There are 

three ways that playgroup may be involved in helping to safeguard children: 

 We may refer a child directly to Children’s Social Care after concerns 

have been raised by a member of staff. 

 We may be approached by Children’s Social Care and asked to provide 

information about a child or family, or to be involved in an assessment. 

 We may be asked to provide childcare to help a child or specific family as 

part of an agreed plan. 

Helping parents and working with parents to access the support they need can 

make a big difference to the lives of their children; our children. 

Sometimes the children will be assessed by services under the common 

assessment framework (CAF) or children’s social care may carry out a short 

assessment (initial assessment) or a more in depth assessment (Core 

assessment) on them. Again they may need our support in carrying out these 

assessments especially if it is a child who has been coming to playgroup a 

while. We may be able to interact with the child in a more relaxed 

environment and parents also may feel more inclined to share with us. This 

said we are a pre-school and are not fully trained in child protection legalities 

and so the main responsibility of this sort of assessment would remain with the 

social worker dealing with the case. 

Meeting Children’s needs 

Rachel will be the designated Special Educational Needs Coordinator (SENCo) 

she will provide support and advice for all children but particularly those who 

staff and/or parents feel may need more help within certain areas of their 

development. Any member of staff may approach Rachel for advice about a 

certain child’s abilities or possible lack of; her contact details are in the staff 

folder and she will regularly visit playgroup. It will be the role of the keyworker 

to ensure that any disabilities are discussed in detail with the child’s parents 

and where necessary with relevant medical or other professionals. Staff will 
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need to notify Rachel of this and a statement of needs will need to be included 

in the child’s personal record file. A copy of the statement of needs must be 

shown to parents who will need to agree or amend it and by Rachel (if she has 

not written it) once all parties are happy with the statement all staff must be 

given a copy and the suggested care must be put into place. This statement will 

need to be reassessed as and when parents and Rachel deem it is necessary. 

All playgroup staff will be highly trained and CRB checked so able to provide 

appropriate intimate care as agreed with parents and Rachel (SEN co-

ordinator). 

It will be the keyworker's responsibility to monitor a child’s development and 

notify Jo or Rachel if they feel that a child has stopped progressing this can be a 

sign they are struggling with some underlying issue such as abuse or neglect. 

Or it could mean they are particularly struggling with one area of learning. Or it 

could just mean that they are growing and so are more tired and less focused 

on their work! Whatever the reason it is better to ask advice and discuss with 

someone than miss an important indicator that a child needs our help. 

Jo is responsible for giving advice on the policy regarding children’s behaviour. 

At Playgroup we aim to focus on children’s positive behaviour and teach 

children the best way’s of behaving taking into account their own personality 

and how they naturally deal with others, as well as seeking advice as to what 

they have learnt previously. Under no circumstances should physical or any 

other form of abuse be used by a member of staff on a child whom they feel 

has done wrong. If a child does display cruel, hurtful and inappropriate 

behaviour then this needs to be dealt with in an individual manner depending 

on the child’s understanding and emotional maturity. The children’s key 

workers will need to asses this with the help of the children’s parents and 

appropriate learning strategies put into place. The use of flash cards, I’m sorry 

cards, books discussing behaviour as well as personal apologies are all to be 

used and developed within the team. If a child is really struggling with playing 

alongside others happily at playgroup then the keyworker may feel it is 

necessary to meet with parents and possibly with Rachel too to discuss what 

would be the best possible provision for the child. All children are welcome at 

playgroup but a group environment is sometimes difficult for some children to 

adapt to, this needs to be taken into account when discussing the child’s needs 
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every child is an individual and some children may just not like the playgroup 

this must be listened to and alternative arrangements or activities arranged for 

the family.  

Staff must be aware of the effects bullying can have on children. A child 

regularly upsetting other children or indeed staff regularly upsetting the same 

child needs to be dealt with promptly and discussed with another member of 

team or the early year’s team. As above behaviour issues will be dealt with in 

the same way as bullying but for staff appropriate training must be given and 

discussion with Jo and one other senior member of staff will be necessary.  

 Recruitment, supervision and management of staff 

Recruitment will be carried out by the committee Jo will oversee this but all 

committee members will have a say as to whom to employ. Jo will ensure that 

all forms are completed by new employees and that they have provided a 

relevant health declaration, CRB information and declaration for playgroup.  

A job description will be provided for all job roles advertised this will explain 

skills, knowledge and experience required as well as identifying the ethos of 

Saint Paul’s Pre-School Playgroup. Employees will be asked for full personal 

information including former names, full employment history, voluntary work, 

education, training and relevant qualifications. The applicant will need to 

declare any previous convictions and sign the playgroup declaration as well as 

completing a CRB. They will be asked about any disciplinary action taken 

against them or allegations made and must give permission for playgroup to 

enquire about this with appropriate people if appropriate to job. They must 

provide references if possible one personal and one from most recent 

employer. Applicants must be made aware that all this information will be 

sought and need to give permission for this if they wish to proceed with 

application for the job. The application will be checked thoroughly, sourced 

and references sought if the applicant is chosen for interview.  

Referees will be asked about the applicant’s appropriateness for the job, 

whether they are suitable to work with children and whether they have had to 

deal with the applicant for any disciplinary action. Other questions relating to 

the role may be asked. 
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At the interview applicants will be questioned as to the appropriateness of the 

skills and training they have experienced. They will need to answer questions 

probing for the specific skills required for the job. The interview panel will be 

made up of four members of the committee or staff if appropriate again this 

will be decided by the committee before the interview and voted upon. All 

appropriate training and qualifications must be shown as well as evidence of 

birth certificate, marriage, address details and any other relevant 

documentation.  

The Named child protection coordinator for Playgroup is Jo Francis. All staff 

members have an obligation to ensure that they have no restrictions that 

might stop them working with children and notify Jo Francis of any thing that 

may affect their work with children whether long term or temporary. It will 

then be her responsibility with the committee to decide upon the next course 

of action always ensuring the children and families’ best interests are 

foremost. Parents must be notified of this policy in their information leaflet. 

No member of staff will be allowed to start work until a suitable CRB check has 

been seen by Jo and Judy. A copy of the child protection policy will be available 

for all staff, parents and volunteers to view in the policies and procedures file. 

Work will also be done to raise children and parents awareness of how to be 

safe.                                                            

Any offer of employment will be subject to a probationary period as identified 

in the contract and all checks being cleared. Record of the application process 

will be stored in the staff record file. Staff will not be able to start working until 

they can provide a relevant CRB check. 

Volunteers will be asked to provide a CV and will also have to provide a 

reference from an appropriate person. They will need to have a CRB check 

completed before they can start work and the committee must agree their 

suitability to volunteer at the playgroup.  

The playgroup will always meet the required ratios for children which are 1:8 

for over threes and 1:4 for over twos.  These ratios will only alter for level six 

members of staff whom may care for up to 13 over threes at one time. 

Regardless of this there will always be at least two members of staff on site at 
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any one time. We will have extra members of staff in when we have children 

who have the need for extra support.  

Induction will be carried out by Jo and/or Rachel and training will be provided 

for staff on a regular basis. Staff members will be expected to complete at least 

five training days each year of which some of these may be in house but not 

all. Staff will be encouraged to refer to the training directory from Derby City 

Council Early Years Team (DCC EYT) as well as being encouraged to look at 

other training opportunities and conferences. 

Support will be on offer for all members of staff both internally but also from 

the Early Years team Laura Thompson will regularly visit playgroup and be 

available for all members of staff to ask advice and receive instruction from. 

She is also available to provide in-house training for all staff on particular 

topics. 

Allegations against staff 

All allegations and concerns about staff will be dealt with by the committee. 

Staff and parents must be given details of how they can make a complaint and 

complaints by children must also be listened to and logged in the complaints 

book. Regular assessment of the service provided must be done by staff this 

may be in the form of group work with the children, parent’s evenings, 

questionnaires and outside agency support.   

All staff and volunteers must be clear on the guidance about what will happen 

if an allegation is made against them (see flow chart in staff information 

folder). This allegation may be a concern that staff or volunteers are unsuitable 

to work with children or it may be a concern that a member of staff or 

volunteer at playgroup has abused or maltreated a child or other person.  

In all cases the local authority designated officer (LADO) must be informed of 

the allegation and advice must be sought from them as to the next best course 

of action. They will advise who, and how, the child’s parents should be 

informed if they have not already been told, when to inform the accused 

person of the allegation, whether a strategy discussion is needed, to inform 

the police if a criminal offence may have been committed, whether any 

disciplinary action needs to wait for completion of police enquiries, the next 
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steps to be taken by the playgroup, if it is clear that investigations by the police 

and enquiries by Children’s Social Care are not necessary. Advise will also be 

sought when the investigation is complete from the LADO as to whether a 

referral needs to be made to the Protection of Children Act List, the DfES List 

99 and any other professional or regulatory body such as Ofsted, general social 

care council and from October 2009 The Independent Safeguarding Authority 

(ISA). 

There are three types of investigations that this sought of allegation may 

impose. 

1. The first is a police investigation if a criminal offence has been 

committed the police will need to be informed.  

2. If a child protection issue has been raised then Children’s social care will 

decide what action if any is needed.  

3. If neither of these bodies need to be contacted then the LADO will be 

contacted and the committee will meet to discuss any disciplinary action 

that may be needed or support to help the volunteer or staff member 

meet the suitability of their role effectively. 

If a serious allegation is made against a member of staff they may be 

suspended without pay until the matter is dealt with. This would most 

probably be if a child is alleged to be at risk of harm. If the police or children’s 

social care are involved then their opinions should be heard and given 

consideration regarding whether suspension is apropriate. The matter must be 

dealt with as quickly as possible and an emergency committee meeting must 

be held straight away. Interviews with all those involved must be logged and 

minuted and the committee will try to come to a resolution. If a police 

investigation is underway the interviewing of the accused may have to wait 

until the police investigation is finished or may not be necessary if they provide 

enough evidence for the committee to come to an agreeable decision. This will 

then be proposed to all parties and if agreed the matter will close. If not 

support may need to be sought from outside agencies such as early years, 

OFSTED, the police or Children’s social care. Parents must be aware that they 

can contact any of these agencies at any point for advice and support.  
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Confidentiality must be maintained at all times whilst an allegation is being 

investigated and considered. The parents of any child involved should be kept 

informed the information taken into account will not usually be shared but 

relevant information may be passed on if there is no criminal prosecution. 

Any member of staff who has an allegation made against them should seek 

support from Laura Thompson our early year’s advisor, they may also be 

advised to seek legal advice. Once an allegation has been dealt with if the 

member of staff or volunteer has been cleared or is allowed to return to work 

then an appropriate member of staff will support them in their return all staff 

will be expected to act in a professional manner towards the member of staff 

and an appropriate support plan will be put into place a copy of this will be 

stored in the staff record file. The support plan will also need to identify how 

best to support the child and staff members reunion.  

The allegation must still be followed up if the person no longer works at 

playgroup, resigns or has finished placement. Under no circumstances should 

any one at playgroup resign with the understanding that any disciplinary action 

that needs to be taken will not be taken. 

A record of the allegation and all the information and work that was done 

surrounding it should be kept. The staff member of volunteer should also have 

a record of the incident, the outcomes and what action was taken in their staff 

record file. This should be kept for the next ten years or until the person 

retires.  

Anti discriminatory practice and Equal opportunities 

All staff will ensure that everyone who enters nursery can access the equal 

opportunities policy if requested, all new parents, members of staff and 

volunteers will be shown it and asked to abide by it by signing an agreement 

form. Each keyworker is responsible for identifying if a child practises a certain 

religion and what this entails; this would mean a detailed discussion with 

parents and possibly resources needed sourced as required. The keyworker, 

along with the rest of the team need then to tie these requirements into the 

daily routine of the playgroup; so that the child may receive equal 

opportunities.   
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Information sharing and data protection 

Jo will ensure that all staff and volunteers are aware of the correct information 

with regards to information sharing and the protection of data in line with the 

Data Protection Act 1998. This means all information held about staff, children, 

parents and volunteers must be obtained lawfully (with their consent), be 

relevant for its purpose, be up to date, accurate, stored safely and only be 

used for the purpose specified.   

All child records forms must be stored in the locked cabinet in the blue room. 

Child records will be kept on each individual child which will record the child’s 

name, date of birth, address, ethnicity, nationality, sex, parents or carers, 

siblings, contact arrangements, emergency contact details, doctors, NHS 

number, allergies, consent forms, religious beliefs and practises, personal 

disposition and any other details the parents or any other professional who 

have previously worked with the child wish to add. The child record form will 

also provide a list of people able to collect the child and the secret password. 

Medical forms will be stored in the child record folder, as well as accident and 

incident forms, complaints, observations and assessments and the days the 

sessions the child attends playgroup for. The keyworker will also be named in 

the child record form. A list of all members of staff will be provided in the 

information folder as well as up to date pictures and names on the notice 

board. 

Staff will need to see the child’s birth certificate, evidence of their address, 

parents legal guardianship where necessary and any relevant medical 

assessments. 

The notice board will display the OFSTED registration certificate and staff 

names and pictures as well as some information about them. The board will 

provide parents with contact details for OFSTED as well as other information 

regarding the termly activities and curriculum available.  

Information for parents will be provided for them in an appropriate format if 

parents do not speak English then every effort will be made to translate the 

required documents for them as well as access to an interpreter as often as 

possible. Children need to visit the playgroup and a leaflet with pictures on 

explaining the various parts of playgroup should be provided for each child. As 
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the children are very young a number of visits will be required before the child 

starts properly.   

All staff must have good knowledge of information about playgroup. They 

must show new parents the information folder as well as giving them a leaflet 

to take with them.   

Information on all members of staff will be stored in a staff record folder. This 

will provide details of their experiences, references, CRB checks as well as 

providing reference for them for training needs. This will be used in staff 

appraisals to identify any areas of training staff are lacking in.  

For more information refer to our confidentiality policy. 

 

PLEASE REFER TO CONTACTS LIST FOR MORE ADVICE OR TO REFER A CHILD. 


