
Green Shoots Pre-School
Child Protecton Policy

Statement
Our prime responsibility is the welfare, well-being, safety and protecton of all children in our care. Green 
Shoots is commited to creatng and maintaining a culture and environment where these aspects are 
paramount. 

Introducton
Our policy applies to all staf, volunteers, students and parents working in the school. 
The staf of Green Shoots Pre-School fully recognise the contributon the policy makes to safeguarding 
children, we recognise that all staf, including volunteers, have a full and actve part to play in protectng 
children from harm. All staf believe that our pre-school should provide a caring, positve safe and 
stmulatng environment, which promotes the social, physical, spiritual and moral development of the 
individual child. 

We will follow the procedures set out by the Local Safeguarding Children Board (LSCB) and take account of 
guidance issued by the DCSF to: 

 ensure we have a designated practtoner for child protecton who has received appropriate 
training and support for this role 

 ensure all staf and volunteers understand their responsibilites in being alert to the signs of abuse 
and responsibility for referring any concerns to the designated person responsible for child 
protecton 

 ensure that all adults working with, and looking afer children are able to put the procedures into 
practce.

 ensure that parents have an understanding of the responsibility placed on the pre-school and staf 
for child protecton by setng out its obligatons in the pre-school prospectus 

 develop efectve links with relevant agencies and cooperate as required with their enquiries 
regarding child protecton maters, including atendance at case conferences 

 keep writen records of concerns about children, even where there is no need to refer the mater 
immediately 

 develop and then follow procedures where an allegaton is made against a member of staf or 
volunteer 

 ensure safe recruitment practces are always followed. 

Green Shoots promotes children’s right to be strong, resilient and listened to by;
 Creatng an environment that encourages children to develop a positve self image, which includes 

their heritage arising from their colour and ethnicity, their languages spoken at home, their 
religious beliefs, cultural traditons and home backgrounds.

 Encouraging children to develop a sense of autonomy and independence.
 Enabling children to have the self confdence and vocabulary to resist inappropriate approaches.
 Helping children to establish and sustain satsfying relatonships within their families, with their 

peers and with other adults.



 Working with parents to build their understanding of and commitment to the principles of 
safeguarding all children.

 Ensuring that our staf and volunteers are carefully selected and trained to take responsibility for 
helping the children in their care to be safe. 

 Listening to children and parents, and providing them with the opportunity to raise any concerns 
they may have. 

 Working in partnership with other agencies and with parents/carers to support and strengthen 
their capacity to safeguard their children. 

 Responding swifly and appropriately to all suspicions or allegatons of abuse. 
 Appointng a Designated Practtoner for Child Protecton. 
 Ensuring that informaton is shared appropriately with other agencies in a tmely fashion but that 

access to confdental informaton is restricted to those that need to know within Green Shoots, and
within appropriate external authorites. 

 Reviewing the efectveness of our Child Protecton Policy and actvites regularly.  Actvites may 
include ‘safeguarding outngss, ‘stranger dangers, ‘dressing-up actvitys.

Responsibilites
Our pre-school procedures for safeguarding children will be in line with Bath and North East Somerset 
Councils Children in Need procedures, and the South West Shared procedures which are available on 
www.swcpp.org.uk 

The Designated Practtoner for Child Protecton has partcular responsibilites for managing issues relatng 
to the safeguarding of children at Green Shoots. This practtoner is Lysha Goode. Judy Scot will act in the 
Designated Practtonerss absence.
 
The Designated Practtoner for Child Protecton (DPCP) must: 

 Take on the responsibilites allocated to managers, as listed above 
 Undertake Level 2 child protecton training within six months of taking on the lead role, and update 

it at least every two years. 
 Liaise with the B&NES Children & Families Assessment & Interventon Team for general advice on 

operatonal safeguarding issues, and with the Integrated Safeguarding Ofcer for strategic issues. 
 Maintain and disseminate relevant training informaton, and contribute to staf awareness, training 

and development through individual support, staf meetngs, inset days etc. 
 Advise staf on issues relatng to informaton sharing and confdentality. 
 Ensure that aspects of diversity in traditons and culture, as well as disability and additonal needs, 

receive full consideraton in Safeguarding related maters, while ensuring that the childss welfare 
remains paramount. 

 Ensure that staf have informaton and training on issues afectng vulnerability in families such as 
domestc violence, drug or alcohol abuse, mental ill health etc. 

 Develop working relatonships with other local agencies who may be able to provide guidance, 
support, early interventon or expertse – e.g. Health Visitors, Childrenss Centres, Southside Family 
Project, Barnardoss, Early Relatonships Project. 

 Familiarise themselves with the procedure for managing allegatons against members of staf, as set
out below. 

http://www.swcpp.org.uk/


All Staf must:
 Maintain a general vigilance and an awareness of the importance of safeguarding children. 
 Undertake (and update at least every three years) safeguarding training at a level appropriate to 

their role.
 Remember that the childss welfare is paramount, and takes precedence over issues of 

confdentality. 
 Share any concerns they have about a family or child (including concerns relatng to the familyss 

circumstances or behaviour), with their line manager or the lead ofcer for Safeguarding for their 
service, as soon as possible.

 Ensure that no unauthorised persons are given access to a child/children in our care. 
 Inform childrenss services staf promptly if they become aware of any absence of a child about 

whom there are concerns (e.g. subject of a child protecton plan) who was expected to atend, 
together with any reasons given for the absence. 

 Avoid behaving in ways or putng themselves in situatons that could lead to allegatons being 
made against them, e.g. being alone with a child for unusually long periods or showing excessive 
interest in them without good reason; talking about their intmate personal lives in front of children
or parents etc.. 

 Ensure that they comply with Green Shootss Code of Conduct, e.g. in relaton to behaviour; use of 
mobile phones and cameras, e-safety and social networking. 

Volunteers and Students must: 
 Work under the direct supervision of a senior member of staf at all tmes. 
 Share any concerns they have about a child with their supervisor as soon as possible. 

Pre-school Staf  ho are caring for children must:
 Ensure that they have read and are familiar with the Government booklet ‘What to do if you are 

worried a child is being abuseds and have signed to confrm this – copies are kept in the resources 
room. 

 Ensure that they are familiar with the Staf  owchart for managing Safeguarding allegatons against 
staf and volunteers.

 Undertake Level 1 child protecton training within six months of appointment, and update it at least
every three years. 

 Be alert to changes in childrenss behaviour, appearance or well being, and to any comments the 
child makes, or behaviour of the parents/carers, which give(s) cause for concern. 

 Record any unexplained marks or bruises in writng and on a body map. 
 Avoid questoning children directly about an injury unless to establish how it occurred, i.e. “hhow did

that happen”, or making assumptons about who caused an injury to them – local authority social 
workers are responsible for resolving these issues. 

 Share any concerns they have about a child with their line manager or the lead Safeguarding Ofcer
as soon as possible. 

 Keep factual signed and dated records of such concerns, together with a record of related 
discussions and actons taken. 

 Share these concerns with the parent/carer, with another member of staf present, unless doing so 
might expose the child to further risk. 



 Keep a dated record of any injury to a child sustained while atending Green Shoots, together with 
the circumstances and any acton taken, and inform their line manager and the parent/carer the 
same day. 

 Inform their line manager or the lead Safeguarding Ofcer immediately of any unexplained or 
unusual absence of a child about whom there have been concerns.

The Manager and Deputy must: 
 Share and explain this policy to parents/carers. 
 Familiarise themselves with the more detailed procedures on the South West Child Protecton 

Procedures website, at htp://www.swcpp.org.uk 
 Involve their lead ofcer for Safeguarding (if not themselves) in consideraton of any concerns 

raised about a child. 
 Share informaton with other agencies who are working with (or know) the child and family, as part 

of inital enquiries to establish the level or degree of concern. 
 Ensure that the B&NES Children & Families Assessment & Interventon Team (Tel 01225 396312 or 

01225 396313) is consulted or a referral is made to them if there are Safeguarding concerns about a
child (Outside ofce hours contact the Emergency Duty Team: 01454 615165). 

 If there is an imminent risk of signifcant harm, contact the Police 24 hour line on 0845 4567000, or 
the Police Child Abuse Investgaton Team (01225 842702). 

 Ensure that all recruitment of staf or volunteers is carried out in accordance with safer recruitment
requirements, as set out in Green Shoots Staf Employment Policy and Procedure, so that the 
suitability of staf/volunteer appointments is assessed in the context of our commitment to 
safeguard and promote the welfare of children. 

 Maintain an alert awareness of any behaviour exhibited by parents, staf or other adults that could 
give rise to safeguarding concerns, and if so, ensure that the relevant secton of this Safeguarding 
Policy and Procedure is implemented immediately (detailed advice is given in ‘Guidance for Safer 
Working Practce for Adults who Work with Children and Young People, referenced below.)

 Inform and consult the Director of any allegatons relatng to a member of staf or any serious harm 
to a child while in Green Shoots care; respond quickly and appropriately, and consult with or notfy 
the identfed Local Authority Designated Ofcer (Designated Ofcer), and Ofsted promptly. 

 Notfy the Director, the identfed Local Authority Designated Ofcer (Designated Ofcer) and 
Ofsted if any staf leave as a result of a Safeguarding mater. 

 Inform the Director immediately of any allegaton against a member of staf, and promptly (but 
without delaying a referral) of any child who becomes the subject of a Safeguarding or Child 
Protecton investgaton, strategy discussion, conference or plan. 

 Record and maintain summary informaton about the child in Green Shoots confdental register of 
vulnerable children. 

 Ensure that they and their staf receive up to date training and informaton to enable them to carry 
out their responsibilites for safeguarding children 

 Ensure that e-safety is maintained within their service environment, e.g. by monitoring the use of 
cameras and mobile phones, ensuring only non-networked/ non- internet enabled computers and 
appropriate sofware are available for childrenss use, and that children are not able to access other 
computers. 



Parents/ Carers  hose child/children atend Green Shoots must: 
 Sign to confrm their understanding of Green Shootss duty to ensure the welfare of children and to 

notfy the local authority of concerns, before their child atends our service. 
 Advise staf before 9 a.m. each day if their child is unable to atend a session, and give the reason. 
 Inform staf of people who are permited, and who are not permited, to collect their child from 

Green Shoots on their behalf. 
 Notfy staf of any injury sustained by their child that could give rise to concerns 
 Inform staf of any changes in their circumstances or contact details. 

Whistle blo ing 
All staf should be aware of their duty to raise concerns, where they exist, about the attude or actons of 
colleagues. This is in line with the safer recruitment policy and practces. Please also see the Whistle 
blowing Policy. 

 Where there are concerns about the behaviour of individuals within the pre-school or practces (i.e.
behaviour management practces), that cause concern or alarm, these must be reported to the 
DPCP in the frst instance who must follow the Allegatons Management process. 

 Where practces by a manager/deputy raise concern any member of staf must contact the B&NES 
Children & Families Assessment & Interventon Team (Designated Ofcer). 

 The Local Authority Designated Ofcer for managing allegatons or safeguarding concerns against 
staf is Mel Argles who can be contacted on 01225 396810. 

Types of Abuse
Neglect: is the persistent failure to meet a childss basic physical and or psychological needs, likely to result 
in the serious impairment of the childss health or development. Neglect may occur during pregnancy as a 
result of maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: 
• Provide adequate food, clothing and shelter (including exclusion from home or abandonment) 
• Protect a child from physical and emotonal harm or danger 
• Ensure adequate supervision (including the use of inadequate care-givers) 
• Ensure access to appropriate medical care or treatment. 
It may also include neglect of, or unresponsiveness to, a childss basic emotonal needs. 

Physical abuse: may involve hitng, shaking, throwing, poisoning, burning or scalding, drowning, 
sufocatng, or otherwise causing physical harm to a child. Physical harm may also be caused when a parent
or carer fabricates the symptoms of, or deliberately induces, illness in a child. 

Sexual abuse: involves forcing or entcing a child or young person to take part in sexual actvites, including 
prosttuton, whether or not the child is aware of what is happening. The actvites may involve physical 
contact, including penetratve (e.g. rape, buggery or oral sex) or non-penetratve acts. They may include 
non-contact actvites such as involving children in looking at, or in the producton of, sexual online images, 
watching sexual actvites, or encouraging children to behave in sexually inappropriate ways. 

Emotonal abuse: is the persistent emotonal maltreatment of a child such as to cause severe and 
persistent adverse efects on the childss emotonal development. It may involve conveying to children that 
they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another 
person. It may feature age or developmentally inappropriate expectatons being imposed on children. 



These may include interactons that are beyond the childss developmental capability, as well as 
overprotecton and limitaton of exploraton and learning, or preventng the child from partcipatng in 
normal social interacton. It may involve seeing or hearing the ill-treatment of another. It may involve 
serious bullying, causing children frequently to feel frightened or in danger, or the exploitaton or 
corrupton of children. Some level of emotonal abuse is involved in all types of maltreatment of a child, 
though it may occur alone.

E-safety 
This pre-school operates within the Local Safeguarding Children Board (LSCB) E-safety strategy. Any 
incidents are recorded and referred as appropriate to the IT provider local social care team, LADO or police
according to the e-safety  ow chart. The pre-school has a clear policy known to all staf about any 
correspondence or contact with children via mobile phones or the internet or any behaviour that may be 
considered to be an abuse of their positon of trust.

Mobile phones and cameras
All staf, volunteers, students, parent helpers and visitors are required to keep any mobile phones and 
cameras in the allocated box in the kitchen. It is made clear on notces that mobile phones and cameras are
not to be used in the setng.

Welfare requirements for the EYFS
 All providers must tell any child protecton agency (usually local childrenss services or the police) 

previously identfed by the Local Safeguarding Children Board (LSCB), without delay, about 
allegatons of abuse.

 An efectve Child Protecton policy and procedure must be implemented. This must include the 
procedure to be followed in the event of an allegaton being made against a member of staf. The 
provider must ensure that all members of staf understand the safeguarding policy and procedure.

 Registered providers must inform Ofsted of any allegatons of serious harm or abuse by any person 
living, working, or looking afer children at the premises (whether that allegaton relates to harm or 
abuse commited on the premises or elsewhere).

 Registered providers must also inform Ofsted of any other abuse which is alleged to have taken 
place on the premises, and of the acton taken in respect of these allegatons. 

 Registered providers must inform Ofsted of these allegatons as soon as is reasonably possible, but 
at the latest within 14 days of the allegatons being made. A registered provider, who, without 
reasonable excuse, fails to comply with this requirement, commits an ofence.

Safeguarding Procedure 
If a member of staf has concerns about a child’s  elfare they must: 

 Share these concerns immediately and in private with a senior member of staf. If deemed 
appropriate, the concerns should then be a) recorded in writng on the relevant running record 
form and b) reported to the Manager. All reports / observatons should be signed and dated. 

 If, afer these discussions (which may include consultng other relevant agencies), it is considered 
that the child may be a ‘child in needs (which includes a child who is, or is at risk of, signifcant 



harm), then a telephone referral should be made to the B&NES Children & Families Assessment & 
Interventon Team, Tel 01225 396312 or 01225 396313. 

 This telephone referral is to be made by the Manager/Deputy/DPCP. There must be a second 
member of staf present when the referral is made. 

 All relevant details regarding the child and family must be readily available, together with accurate 
details of the observaton or concern. 

 Concerns will be discussed with the parents/carers of the child and their agreement sought to make
a referral unless it is considered that this would delay maters inappropriately or that such a 
discussion will place the child or a vulnerable adult at an increased risk of signifcant harm. There 
should always be two members of staf present for this discussion. 

 When a telephone referral is made it should be agreed with the person to whom the referral is 
made what the parents/carers should be told, when and by whom. 

 The telephone referral should be confrmed in writng within 48 hours by the Manager who made 
the call, together with a request for feedback on the acton taken. 

 The B&NES Children & Families Assessment & Interventon Team should acknowledge the writen 
referral within 1 working day of receipt - if they have not contacted us within 3 working days, they 
should be re-contacted and asked to confrm its receipt and give feedback. 

If a member of staf is the subject of an allegaton of abuse: 
 Any allegaton made by a child, parent / carer, fellow member of staf or other person, against a 

member of staf / volunteer or student should be reported immediately to the Manager/Director. 
(In the case of a student, the manager will inform the relevant college.) Where 
appropriate/possible, this allegaton should be made in writng, signed and dated by both the 
person who made the allegaton and the person who received it. 

 The Manager must inform and consult the identfed Local Authority Designated Ofcer (Designated
Ofcer) Mel Argles  ho can be contacted on 01225 396810. The Designated Ofcer will consider 
the informaton and advise whether the mater can be investgated internally, or if a possible 
criminal ofence has been commited will liaise with the police and arrange a strategy discussion as 
appropriate. The person against  hom the allegaton has been made must not be informed or an 
internal investgaton undertaken  ithout frst consultng  ith the Designated Ofcere 

 If the allegaton is against the Manager/Director the identfed Local Authority Designated Ofcer 
(Designated Ofcer) must be informed immediatelye

 Any allegaton against a member of staf / volunteer /student will be taken seriously and if the 
Designated Ofcer advises that an inital internal investgaton should be carried out, investgated 
objectvely. The Manager/Deputy should refer to the detailed procedures ‘Allegatons against stafs 
on the South West Child Protecton Procedures website, at htp://www.swcpp.org.uk and other 
relevant documents referenced below. 

 The staf member should be advised to contact the OFSTED Compliance, Investgaton and 
Enforcement Team for support on 0300 123 4666. 

 Any witness statements or observatons collected during an inital investgaton should be recorded 
in writng, signed and dated. All documentaton should normally be made available to the staf 
member prior to any meetng with them. 

 The member of staf is enttled to have a colleague present for support at any inital meetng. A 
writen record of this meetng must be kept and signed by all partes. 



 If following the inital investgaton the Manager/Deputy considers that there is substance to the 
allegaton, they will consider appropriate disciplinary acton as set out in Green Shoots Disciplinary 
Procedure.

 A judgement should be made as to whether the staf member / volunteer / student should be 
suspended from duty in the frst consultaton with the Designated Ofcer. The safety and welfare of
children and families will be the primary consideraton, but managers must also have regard for the 
welfare of the accused person and ensure they are ofered the appropriate support if suspended.

 Any statutory or disciplinary investgaton should be progressed towards a conclusion within agreed
tmescales. – The Designated ofcerss role is to ensure tmeliness of investgaton. If a criminal 
investgaton is undertaken then they will take the lead and keeping all partes informed will be 
done in conjuncton with the Designated Ofcer. 

 The Director should inform the member of staf of the outcome and decision as soon as possible, 
and notfy statutory agencies/ OFSTED as appropriate. 

Records 
 Specifc and confdental running records are set up whenever: any worrying changes are observed 

in a childss behaviour, physical conditon or appearance; if any concerns are raised about a 
staf/parent/carerss behaviour/comment/acton; and for any other issue/situaton where a 
childss/adultss actons or words are a cause for concern and/or make someone queston why or 
what may be happening for that child. They should be signed and dated with name of author 
printed clearly. The running records and accident/incident/accident at home forms are reviewed 
each term to ensure that if there were paterns and regular occurrences/situatons for individual 
children, these would be notced and procedures would be followed to protect their welfare and 
safety.

 These records are separate from the usual on-going records of a childss progress and development 
and are not accessed by anyone in the service other than managers, relevant senior staf, key 
persons and other professionals as appropriate. 

 A register of vulnerable children containing summary informaton on each child is kept 
confdentally by the Manager to enable them to have an overview of childrenss needs within each 
service, partcularly in the absence of a relevant manager or practtoner who knows the child. 

 An accident record folder is kept on site, and parents / carers are asked to sign the record when 
they have been informed of an injury to their child. In additon, an incident record folder is also 
kept on site which is signed by relevant partes. Copies of these records are also kept on the childss 
individual fle - this is helpful when observing paterns of behaviour and reviewing childrenss 
progress with their parents/carers. 

References/ useful documents 
 ‘What to do if you are worried a child is being abused - Summarys DfES 2006 
 ‘Working Together to Safeguard Children – A guide to inter-agency working to safeguard and 

promote the welfare of childrens DCSF March 2010 
 South West Child Protecton Procedures website, htp://www.swcpp.org.uk 
 ‘Guidance for Safer Working Practce for Adults who Work with Children and Young Peoples 

Allegatons management Advisers Network, DCSF November 2007 
 ‘Recruitng Safely – Safer Recruitment Guidance Helping to Keep Children and Young People Safes 

CWDC November 2009 



 ‘Managing Allegatons against Professionals – Briefng Papers Bath and North East Somerset Local 
Safeguarding Children Board January 2011 

 ‘Social Networking Procedures (Draf) Bath and North East Somerset Local Safeguarding Children 
Board January 2011 

 Green Shoots - Staf  owchart for managing Safeguarding allegatons against staf and volunteers

Links to other policies: 
 Staf Employment Policy and Procedure 
 Code of Conduct for Staf 
 Inclusion Policy and Procedure  
 Equal Opportunites and Ant-Discriminaton Policy and Procedure 
 Positve Behaviour Management Policy 
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