
Safeguarding and Welfare Requirement: Child Protection 

Providers must have and implement a policy, and procedures, to safeguard children. 
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1.2c Procedure for making a referral 

EYFS key themes and commitments 

A Unique Child Positive Relationships Enabling Environments Learning and Development 

1.3 Keeping safe 2.1 Respecting each other 

2.2 Parents as partners 

3.4 The wider context 4.4 Personal, social and emotional 

development 

Procedures 

If a member of staff, committee, parent, volunteer or student has reasonable concern of a child being at risk of 

significant harm or suffering significant harm, or have grounds to believe an instance of child abuse they must: 

1. Discuss their concerns with the settings designated lead for Child Protection and Safeguarding.  

2. Make 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 or signs observed; 

 the exact situation in which the disclosure was given or signs were observed 

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

 the names of any other person present at the time. 

(These records are signed and dated and kept in the Safeguarding file which is kept securely and confidentially 

in the right bottom drawer of the lockable sliding door cabinet.) 

N.B. When a child has reported what amounts to suspected child abuse or non-accidental injury, then they 

should be taken to the Designated Person even before the written report is made. 

 

Designated Persons 

 #1 – Beccy Lee (Manager), #2 Pip Rix (EY Teacher), #3 Pip Farmer (committee representative)  

In the absence of the above, please speak to Sarah Buckley or Sarah Henson (Joint Deputy Managers) 

Staff must: 

 Remember that the priority is to protect the child. 

 Treat the matter seriously. 

 Receive the child's story if appropriate, listen but do not judge, guide or prompt.  

 React to what the child tells you with belief and tell the child that they have done the right thing in telling 

you. 

 Indicate to the child what action you will take and make it clear that you will have to inform others (no 

secrets).  Only inform those who need to know. 

 Keep an accurate record of what you have become aware of and what you have done. 

 Limit any questioning bearing in mind the 'must not' points below. 
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Staff must not: 

 Contact the parents again – this is the job of social services. 

 Interrogate the child if that child has disclosed information, or ask leading questions. It is 

okay to ask simple, non-leading questions for the purpose of clarification.  

 Speak to anyone about whom allegations are made (including colleagues). 

 Promise to keep secrets/confidentiality. 

 Ask a child outright if they or others have suffered abuse. 

 

The practitioner may now withdraw from the immediate process but should remain vigilant. The 

Designated person will continue the process and may seek support from the Committee or staff as 

appropriate. 

 

3. All other information pertaining to the child and family must be gathered including details of any other 

incidences, previous evidence gathered, details of siblings and family members and any other 

information deemed relevant to create a full picture of the child and family – please ensure all 

information is factual and evidenced, not based on opinion or speculation. 

 

4. The Designated Person must now seek advice from Somerset Direct.   

 If the time is within normal office working hours the Designated Person must contact Somerset 

Direct Children and Young Peoples Services 0300 123 2224 

 If the time is outside normal office working hours then the Designated Person must contact the 

Emergency Duty Team of the Social Services (Emergency Duty Team 01458 253241). 

 Consultation Line (designated lead only) - 0300 123 3078 Mon- Fri 9am-4pm 

  

5. Somerset Direct will advise any actions needed and it is the Social Services who must contact the 

parents/guardians.  The Designated Person should inform the member of staff (and any other relevant 

staff or committee) as to what action has been taken. 

Once a strategy for procuring support has been agreed all parties should be kept well informed of 

developments as appropriate.  The following procedures need not necessarily imply that further action 

is inevitable.  It is important, however, in cases of serious concern that there is communication between 

the Nursery and the Social Services Department (either Somerset Direct or the Social worker directly). 

 

a. If the child is not deemed as being at immediate risk, Somerset Direct will respond within 24 

hours advising pre-school staff on what to do. Pre-school staff  should not discuss the matter 

with family if there is concern that they would be placing the child at increased risk of harm. 
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b. If it is suspected that non-accidental injury has occurred it may be necessary for the child to be 

taken to hospital, the medical staff must be informed that non-accidental injury is suspected. 

Once medical staff are present, the child will be under the direct care of medical staff 

accompanied by the pre-school’s Designated Person.   

c. A social worker may be sent straight to the setting to assess the situation. 

 

6. A social worker will arrive either at the Pre-school or the Hospital as appropriate.  The Designated 

Person in collaboration with staff involved in the case must complete a report form, detailing signs 

observed, action taken and outcomes of contact with other agencies, and send it as soon as possible to 

Social Services (appropriate Division). 

If a parent arrives to collect the child before the social worker has arrived then the member of staff must 

remember that he/she has no right to prevent contact between the parents/guardians and the child or to 

prevent the removal of the child by the parents/guardians.  However, if there are clear signs of physical 

risk or threat, the Police should be immediately contacted and fully informed. The police have the power 

to issue an Emergency Protection Order, removing the child from the source of danger and placing 

them under the care of a responsible adult (this could be another family member or Social Services). 

PLEASE REFER TO THE PROCODURES MANUAL FOR THE SOUTH WEST LOCAL SAFEGUARDING  CHILDRENS 
BOARDS  www.proceduresonline.com/swcpp/somerset/  
 1.2e Seven Golden Rules for Information Sharing ,   1.2f  Consent Flowchart 
 

If staff are still concerned about the child after Social Services have taken action steps or even after a case 

conference has occurred then they must ask the Designated Person to inform the Social services Keyworker, 

and if necessary request that the case conference be reconvened.  If it is felt that the Social Services 

Keyworker has not taken appropriate action then Somerset Direct should be contacted for further advice. The 

designated Person should explain that they wish to ‘Escalate’ their concerns.  Unfortunately some instances of 

abuse recur and staff should remain vigilant. 

 

The Designated person for Child Protection is: #1 Beccy Lee (Manager) 

The deputy person for Child Protection is: #2 Pip Rix (EY Teacher) 

If either of the above are not available, please speak to Sarah Buckley or Sarah Henson 

(Joint Deputy Managers) 

The committee representative for Child Protection is: Pip Farmer (Please see committee board for details) 

 

 

 

 

 

http://www.proceduresonline.com/swcpp/somerset/
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Contact details: 

Pilton Pre-school 

Methodist Chapel Rooms 

Top Street 

Pilton BA4 4DU 

Tel: 01749899147 

E:preschool@piltonvillage.co.uk 

 

If your concerns are regarding any of the above, you can contact any member of the committee (please see 

committee board for information) 

 

Alternatively, you can take your concerns directly to: 

Somerset Direct Children and Young People’s Services - 0300 123 2224 

Emergency Duty Team - 01458 253241 (out of hours)  

 

It is important that at all stages in the above procedure staff make detailed written records of all their reports 

and actions.  Before forwarding reports on for further action to take place, it is recommended that staff make 

and securely retain copies of any notes or reports that they forward.  N.B.  Notes should be made of the 

relevant parts of conversations and phone calls, e.g. their general content and 'Who is to do what?' – the notes 

should be included in reports. 

 

Once you have passed the child into the system withdraw from the process.  It is not appropriate to talk to the 

child or to offer further support.  However, when a child has trusted you enough to disclose, they may feel the 

desire to return to talk (remember that investigations can sometimes take months).  In such a situation tell 

them that you cannot comment or advise as to do so may affect their security and safety both in the short and 

long term - however you can listen!  Any 'discussion' could be misused in court by defence lawyers as 

evidence against the practitioner and the child. 

Compiled August 2012 – Signed:  

Revised April 2017 

This policy was adopted at a meeting of Pilton Pre-school name of setting 

Held on  (date) 

Date to be reviewed August 2017 (date) 

Signed on behalf of the management committee  

Name of signatory Suzy House 

Role of signatory (e.g. chair/owner) Chair  

 

 
 

Beccy Lee – Manager 


