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Totterdown Preschool  
          

     Safeguarding Children and        
                    Child Protection Policy 

 
 
 

 

Statement of intent 
Totterdown Preschool’s prime responsibility is the welfare and well-being of all 
children in our care. In accordance with section 40 of the Childcare Act 2006, we 
have a legal requirement to comply with the ‘Working Together to Safeguard 
Children 2018’ guidance as approved by the Surrey Safeguarding Children Board and 
ensure that all adults working with and looking after children are able to put the 
procedures into practice. As a registered provider we agree to the terms set out by 
Ofsted and as such will notify them of any significant events that may affect or 
change the running of the Preschool or persons within it. 
 
We intend to create, in our Preschool an environment in which children are safe 
from abuse/neglect and in which any suspicion of abuse is promptly and 
appropriately responded to.  
 
Aims: 
In order to achieve this we will:- 
 
Employment of Staff 

• Make clear to applicants for any posts within the Preschool that the 
position is exempt from the provisions of the Rehabilitation of Offenders 
Act 1974. 

• All applicants for work within the Preschool, whether voluntary or paid, 
will be interviewed before an appointment is made and will be asked to 
provide two references.  All such references are followed up with a phone 
call confirming what has been written and by whom.  In the case of 
applicants with unexplained gaps in their employment history, or who 
have moved rapidly from one job to another, explanations will be sought. 

• All appointments, both paid and voluntary, will be subject to a 6 months 
probationary period and will not be confirmed unless the Preschool is 
confident that the applicant can be safely entrusted with children. This 
will be checked by the completion of a full enhanced Disclosure and 
Barring Service (DBS) check for each appointment made.  DBS check 
application forms will be completed immediately on offering a position.  A 
candidate may not work at the Preschool whilst awaiting the outcome of 
the DBS check. When a DBS check has been obtained the candidate will 
be given a start date, and this will mark the beginning of their 6 month 
probationary period. After this an appraisal will take place with the 
assigned line Manager.  
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• Information about staff qualifications and the identity checks and vetting 
processes that we have been completed are kept in our staff files in a 
locked filing cabinet. Staff qualifications can also be found on our website 
and on our parents board. 

 
 
 
Staff Training 

• All staff will attend ‘Working Together to Safeguard Children’ training and 
the Designated Safeguarding Lead will attend training courses; 
Safeguarding Children Foundation Modules 1 and 2 and New to Role, to 
be updated every 2 years. The Deputy Safeguarding lead will attend 
Safeguarding Children Foundation Module 1. 
The named Designated Safeguarding Lead (DSL) is Shamira Lumsden. 
The named Deputy Designated Safeguarding Lead (DDSL) is Claire Beare. 
This information is clearly displayed on the parents noticeboard at 
Totterdown Preschool. 
The Line Manager/ DDSL is responsible for monitoring staff training 
courses with regard to safeguarding children and for arranging regular 
updates and informing the DSL. 

• All staff should be familiar with the procedures and protocols for 
promoting and safeguarding the welfare of children in our care, through 
an induction pack given to them on appointment, and through 
information given to them by the DSL.  All information is updated 
regularly together with relevant contact numbers and staff using our 
update services ie CASPAR, Surrey Safeguarding etc.   

• All staff will be made aware of and given training on how to respond to 
concerns, through speaking to relevant parties and in certain situations 
how to use a body map to note where bruising and other pre-existing 
injuries may be present. They will also be made aware that in any case of 
suspicion they should speak to the DSL/ DDSL and in the case of further 
advice needed call MASH. 

• All staff would be made aware of the staff safeguarding board placed at 
all times within the preschool setting. This board enables staff to keep up-
to-date with new safeguarding information including safeguarding 
terminology, procedures and policies.  

• All staff will be made aware of the factors of concern including: 
▪ Female Genital Mutilation (FGM) 
▪ Honour based violence (HBV) 
▪ Forced marriage (FM) 
▪ Prevent 
▪ Domestic Violence (DV) 
▪ Child Sexual Exploitation (CSE) 
▪ Disguised Compliance (DC) 
▪ Breast Ironing (BI) 
▪ Highly mobile families and families without recourse to 

public funds 
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▪ PENS (physical, emotional, neglect and sexual abuse) 
(This list is not exhaustive of all types of abuse and we will amend according to new 
updates and trends) 

• In the above cases, the children may not be directly involved in, but may 
witness such activities within their communities. 

• In the case of Prevent, staff will be trained to understand when it is 
appropriate to make a referral to Channel after seeking advice from 
MASH, which the DSL/ DDSL will undertake. 

• All Safeguarding information and guidance is kept in the Safeguarding 
folder, in the filing cabinet, on site, at all times, for staff to refer to. 

 
Good Practice 

• Totterdown Preschool implements good practice and no adult is left 
alone for long periods with individual children or small groups. 

• Children will be encouraged to develop a sense of autonomy and 
independence through adult support in making choices and in finding 
names for their own feelings and acceptable ways to express them.  
This will enable children to have self-confidence and the vocabulary to 
resist inappropriate approaches. 

• We recognise the need of children from minority ethnic groups and 
disabled children and the barriers they may face especially around 
communication. We endeavour, through our planning, to use 
appropriate resources, and use of activities like circle time in order for 
the children to be able to show their feelings in a variety of ways. 

• The layout of the setting will permit constant supervision of all 
children. 

• We recognise the need to give comfort to children in the way of 
physical contact. However, staff are cautioned to only give 
‘appropriate love’. Kissing is discouraged both to adults and between 
children.  
 

 

Absent children 
If a child that does not attend preschool on their scheduled day, and a notification is 
not received by 9.30am then a phone call is made to the parents asking for an 
explanation for their childs absence. If we cannot contact the parents, then the 
emergency contact on the registration form is phoned. If we still cannot locate the 
child then a call to 101 is made asking for a welfare check to be conducted. 
 
 

 
Respond Appropriately to Suspicions of Abuse 
The first concern will be the child.  Children whose condition or behaviour has given 
cause for concern will be listened to, reassured and helped to understand that they 
themselves are valued and respected and have not been at fault, this will be 
recorded on Totterdown Preschool’s cause for concern form.  No promises to 
confidentiality will be made. 
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Changes in children’s behaviour/appearance will be monitored, by the use of a log 
book where only initials will be used and through discussions amongst staff. If 
ongoing then MASH would be contacted for further advice. 
 
If an injury is seen, that did not occur under our care, then the child in question 
would be spoken to and a pre-existing form filled in. Only the childs voice would be 
used and under no circumstances would any leading questions be asked. The parent 
would also be questioned and again their comments added to the form. This form 
would be placed in the childs folder in the locked filling cabinet. In the case of 
reoccurring injuries being noted, MASH would be called for further advice. 
 
Parents will normally be the first point of reference, though suspicions will also be 
referred as appropriate, to MASH. We are aware of the issue of disguised 
compliance and therefore would keep a log of what actions have been agreed upon 
and a timeframe for these actions to take place, including identifying levels of need. 
If we feel that disguised compliance is taking place then we would call MASH and ask 
for a ‘second pair of eyes’. 
 
If a child is in immediate danger and in significant risk then the police and MASH 
would be called, and Ofsted notified. 
 
In the case that any referral being made to MASH Ofsted would always be called  
 
All such suspicions and investigations will be kept confidential, shared only with 
those who need to know.  The people most commonly involved will be the member 
of staff, the Designated Safeguarding Lead and the Deputy Designated Safeguarding 
Lead. 
If a volunteer or member of staff is accused of any form of child abuse, s/he will be 
immediately removed from the Preschool setting by the Manager or Deputy. The 
person against whom the allegation is made will be informed of the allegation and 
will immediately be suspended on full pay whilst an investigation takes place.  The 
DSL or DDSL would contact LADO for further guidance. Confidential records will be 
kept of the allegation and of all subsequent proceedings in a secure lockable place.  
Local Authority Child Protection Designated Office (LADO)  
Emergency Duty Desk 0300 123 1650                         Email: LADO@surreycc.gov.uk     
In the case of a member of staff being dismissed we would make a referral to the 
Disclosure and Barring Service using our online account with the Governments 
disclosure barring service, which enables us to do an online DBS referral form. 
As our preschool is situated within a community centre different people use it at 
various times of the day. The centre manager is usually present and is DBS checked. 
The caretakers are also occasionally on site. Our hall has a coded lock and is only 
opened by a member of staff. Our main outside door is locked from the inside and 
only opened by members of staff. Our toilets are situated outside of our hall, 
therefore at least one member of staff accompanies the children. However should  
any allegations of serious harm or abuse by any person working, or looking after children at 

the premises arise then we would immediately report this to Ofsted.     

mailto:LADO@surreycc.gov.uk
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Record Keeping & Confidentiality 
Whenever worrying changes are observed in a child’s behaviour, physical condition 
or appearance, a specific and confidential record will be set up, quite separate from 
the usual on-going records of children’s progress or development.  The record will 
include, the initials of the child, their date of birth, timed and dated observations, 
describing objectively the child’s behaviour/appearance, without comment or 
interpretation, the exact words spoken by the child, the dated name and signature of 
the recorder. In addition, any conversation between the parents / carers will be 
logged if appropriate. 
 
Such records will be kept in the childs file and will be accessible to the Designated 
Safeguarding Lead or Deputy Safeguarding Lead. If another member of staff is 
required to note down an observation then a plain piece of paper would be offered 
each time. 
 
Totterdown Preschool maintains a Confidentiality Policy. 
 
Information regarding child protection concerns/cases will be passed to a child’s new 
setting/school with permission from the child’s parents/carers. 
 
Totterdown Preschool adheres to MAISP Ten Golden Rules regarding information 
sharing. All staff are trained on what these are and what implications they have. 
  
Golden Rules  
1. Confirm the identity of the person you are sharing with  
2. Obtain consent to share if safe, appropriate and feasible  
3. Confirm the reason the information is required  
4. Be fully satisfied that it is necessary to share  
5. Check with a manager/specialist or seek legal advice if you are unsure  
6. Don’t share more information than is necessary  
7. Inform the recipient if any of the information is potentially unreliable  
8. Ensure that the information is shared safely and securely  
9. Be clear with the recipient how the information will be used  
10. Record what information is shared. 
 
Safeguarding a child overrides confidentiality, this decision will be made by the DSL / 
DDSL and the reasons recorded on the childs log. 
 
Referrals 
Confidential records kept on children about whom the Preschool are anxious, will be 
shared with MASH, if the Preschool feels that adequate explanation for changes in 
the child’s condition have not been provided. 
 
MASH Telephone number:    0300 470 9100 (Mon to Fri 9am-5pm) 
MASH email:                 csmash@surreycc.gov.uk 
Emergency Duty Team      01483 517898 (out of hours) 
OFSTED should be contacted on: 0300 123 1231 (Monday to Friday 8am to 6pm) 

mailto:csmash@surreycc.gov.uk
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Supporting Families 
The Preschool will take every step in its power to build up trusting and supportive 
relationships between families and staff and volunteers in the group. 
Where abuse at home is suspected, the Preschool will continue to welcome the child 
and family whilst investigations proceed. However, we also retain the right to action 
‘Claire’s Law’ and inform the police should we think that the child is in an 
environment where danger exists.  
Confidential records kept on a child will be shared with the child’s parents/carers if 
appropriate.  
With the proviso that the care and safety of the child must always be paramount, the 
Preschool will do all in its power to support and work with the child’s family. 
However, we will seek advice from MASH if we feel that sharing information may put 
the child at risk of significant harm, or if we feel that the child will be at risk of 
significant harm if allowed to go home with a parent/carer.  
 
Totterdown Preschool require parent/carers to complete a child information form 
prior to their admission, to include name, address, gender, date of birth, names of 
person/s with parental responsibility and primary carers, special requirements. 
We request that any changes are notified to the Preschool. The Preschool Manager 
is responsible for ensuring that this information is updated. 
 
The Safeguarding Children Policy & Procedure is available to view online via our 
website. 
 
The Role of the Designated Safeguarding Lead (DSL) 

• To share information with the staff team 

• Accessing information and liaising with outside agencies to ensure that 
information is up-to-date. 

• Collating information when there are concerns regarding a child. 

• Contacting MASH who provide relevant and up-to-date advice and make 
decisions regarding referrals. 

• Responsible for regularly reviewing the accident/incident book and any 
recorded concerns to monitor and/or identify possible Safeguarding Children 
issues. 

• To check email alerts from organisations we are signed up to including 
CASPER, Under 5’s and Supporting Children’s Team (Childcare Professional 
Update). 
 
  

Whistleblowing 
Totterdown Preschool is aware that every organisation may face the risk of 
misconduct in their workplace and usually the first people to realise suspicions or 
concerns will be those working with or within it.   
 
The term used when an employee working with young children wants to raise 
concerns about practices and procedures for the safeguarding of children in their 
workplace is called ‘Whistleblowing’.  Any concerns in circumstances where 
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Preschool staff suspect that children within our setting are affected or at risk should 
be raised with the Preschool Management and reported as soon as possible to the 
Whistleblowing Hotline: 
 

• Calling 0300 123 3155 (Monday to Friday from 8.00am to 6.00pm). 

• Emailing whistleblowing@ofsted.gov.uk 

• Writing to:   WBHL, Ofsted, Piccadilly Gate, Store Street, Manchester.  
      M1 2WD 

All matters of whistleblowing will be dealt with in a confidential and sensitive 
manner.  
 
Mobile Phones 

• Staff are not permitted to have mobile phones on their person. All mobile 
phones are to be kept in a locked petty cash box by the Preschool computer 
within the hall. 

• Visitors who are being shown around or who are to be accompanied by a 
member of staff, at all times, will be allowed to keep their mobile phone on 
their person or in their bag; and are only able to answer a supervised call or if 
the call is to be prolonged the parent will be asked to take the call outside of 
the setting. If however, the visitor is to stay for any period of time then they 
will be asked to hand over their phone and it will be locked away for the 
duration. 

• Mobile phone messages may be checked at a suitable time (not in the 
presence of a child) but under no circumstances may a phone call be made. 
All calls must be made outside of the hall. If the mobile phone is checked or a 
call made it must be logged and approved by another member of staff. 

• If attending a trip or outing, staff, may take their own personal mobile phone 
but this must be kept in either their bag or pocket and under no 
circumstances be used to take photographs, videos or audio recordings.  

• The preschool mobile phone is passcode protected and may only be used to 
receive or make calls to parents or in the case of an emergency, relevant 
agencies or emergency services. Only the preschool mobile phone can be 
used in these circumstances, except in the event of an emergency for 
instance loss of signal, battery failure or lack of credit. 

• Under no circumstances will photos be taken on a mobile phone without 
express permission from the DSL. 

• Any member of staff found not adhering to these conditions may be liable to 
disciplinary action, which could result in legal action. 

 
Camera's 

• The Preschool has tablets which are used by staff members to take 
photographs for learning journals and wall displays. Photographs are passed 
onto parents via the Tapestry Learning Journal Website and will be made 
available for download at the end of their time with Totterdown Preschool. In 
the case where Tapestry fails due to lack of signal then photographs may be 
taken on the tablet camera, in such cases photos will be uploaded to Tapestry 
and deleted from the cameras memory / gallery on a half termly basis. 

mailto:whistleblowing@ofsted.gov.uk
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• Tablets will be stored in a locked storage unit overnight and kept in the hall 
whilst in use. 

• On special occasions ie sports day, Christmas play etc, parents and visitors 
are permitted to take both photographs and audio recordings of their child. 
These are permitted for personal use only and are not to be shared on any 
form of social media. When registering their child at Totterdown Preschool 
parents/carers are required to sign an agreement adhering to this. 

• Any photographs taken by Totterdown Preschool are with the prior consent 
of parents/carers and are only used for the purposes that are stated on our 
registration form. 

• All forms of photographs, videos and electronic data stored by Totterdown 
Preschool is at the permission of the ICO and is password protected.  

 
 
This Safeguarding Children Policy & Procedure will be reviewed annually by the 
DSL and DDSL. 
 
   
Agreed by:  Shamira Lumsden, Claire Childs, Melissa Chantry, Diana Khatib, Taranjit 
Kaur, Claire Beare 

 

Review July 2018  

Amended October 2018 

 
 
STAFF ACKNOWLEDGEMENTS 
I have read this policy and will adhere to it in future practice:  
 
Amendments: 
 

1) Any child protection related information that has been gathered for any 
child, at any point during their time at Totterdown Preschool shall be handed 
over in its entirety to the ongoing school. This shall be done in person by the 
DSL/ DDSL. They shall take with them a receipt that can be signed for and 
dated at the time of handover as evidence that the information is no longer 
in the hands of Totterdown Preschool. This receipt shall then be stored as all 
other files would be. 

2) Disqualification by association questions will no longer be asked as 
Totterdown Preschool is classed as a PVI setting and not a domestic 
premises.  Checks will still be carried out on all staff as said in all relevant 
policies.   


