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1. Introduction to Brookside pre-school’s safeguarding children 
policy 

 
The EYFS Safeguarding and Welfare Requirements (2014) require every setting to have a 
safeguarding policy and procedure that is in line with the guidance and procedures of Stockport 
Safeguarding Children Board (SSCB) and that includes an explanation of the action to be taken 
in the event of an allegation being made against a member of staff. 
 
Section 11 of the Children Act (2004) places a statutory duty on local authorities and other 
organisations providing services for children and families to make sure that they carry out their 
work in a way that takes into account the need to safeguard and promote the welfare of 
children.  
 
Brookside pre-school keeps the needs and best interests of children at the centre of everything 
we do. We aim to safeguard and promote the welfare of all children in our care by;  
 
Providing a safe learning environment that builds their confidence and self-esteem: 
▪ Where children’s physical safety is protected 
▪ Where children can talk and are listened to 
▪ Where children do not experience bullying, harassment, racism or any other form of 

discrimination  
▪ Where children’s medical and health needs are met 
 
Providing a positive and preventative curriculum that teaches and supports young 
children: 
▪ To make good choices about healthy, safe lifestyles 
▪ To ask for help if their health or wellbeing is threatened, including their emotional wellbeing 
 
Promoting the fundamental British values of democracy, rule of law,  
individual liberty, mutual respect and tolerance by: 
▪ Encouraging children to know that their views count, to value each other’s views and values 

and to talk about their feelings 
▪ Providing activities that involve turn-taking, sharing and collaboration 
▪ Supporting children to understand their own and others’ behaviour and its consequences and 

to learn to distinguish right from wrong 
▪ Providing activities that involve children in creating rules and codes of behaviour and 

developing understanding that the rules apply to everyone 
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▪ Actively promoting a culture of inclusivity and tolerance where views, faiths, cultures and 
races are valued and children are engaged with the wider community 

▪ Promoting diverse attitudes and challenging stereotypes by providing resources and activities 
that reflect and value the diversity of children’s experiences and challenge gender, cultural 
and racial stereotyping    
 

▪ Working in partnership with mothers, fathers and carers: 
▪ We are committed to developing and maintaining an honest and open relationship with 

mothers, fathers and carers   
▪ We are committed to involving mothers , fathers and carers  at all stages of a child’s care 

and learning 
▪ Mothers, fathers and carers understand our setting’s safeguarding responsibilities and how 

we will implement them 
 
Working in an inclusive way that helps every child: 
▪ To feel accepted and included 
▪ To develop confidence and self-esteem and fulfil their potential 
▪ To receive an equal service regardless of their needs and circumstances  
 
Working in an integrated way with other agencies that maximises opportunities for: 
▪ Early identification of additional needs, early intervention and prevention 
▪ Speedy intervention based on multi-agency co-operation  
▪ Common methods of sharing information and assessing need e.g. use of the Common 

Assessment Framework, Information Sharing advice and the Lead Professional role 
▪ Resolving professional disagreements with other agencies in a constructive and timely 

fashion 
 
Having up-to-date safeguarding policies, procedures and guidance: 
▪ Based on current national statutory guidance, SSCB Child Protection and Safeguarding 

Procedures and the Early Years Foundation Stage Welfare Requirements (2014) 
▪ Easily accessible by all staff and volunteers 
▪ Understood and used by all staff, students and volunteers 
▪ Reviewed annually or whenever necessary as a result of statutory updates 
 
Having well trained staff and management who: 
▪ Recognise their individual responsibilities to safeguard and promote the welfare of all 

children in their care 
▪ Receive training and supervision appropriate to their level of responsibility  
▪ Are clear and confident about what is expected of them 
▪ Ask for advice and support to act on safeguarding concerns and take appropriate action 

 

2. How our pre-school will put this safeguarding policy into 
practice 

Brookside pre-school are not the statutory authority for the conduct of enquiries into specific 
child protection concerns and we will not investigate allegations or suspicions of abuse or 
significant harm to children. All staff, students and volunteers will follow guidance from the 
Designated Safeguarding Person (DSP) for the pre-school and the current SSCB Child Protection 
and Safeguarding Procedures to ensure that all allegations or suspicions of abuse or significant 
harm to any child are reported to the children’s social care team. 
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It is the responsibility of Brookside pre-school to share all relevant information with the 
respective statutory child protection agencies (children’s social care services and/or police) 
without delay and within agreed protocols based on Information Sharing : Advice for 
practitioners providing safeguarding services for children, young people, parents and carers DfE 
(2015). 
  
All staff, students and volunteers working for our pre-school will have a good understanding of 
safeguarding and child protection concerns, including the potential abuse and neglect of 
children and young people, which may come to light in the course of their work. Where a staff 
member, student or volunteer, identifies risks to children, they will highlight them to the DSP 
and/or manager and seek to ensure that appropriate steps are taken to safeguard the children 
concerned.  
 
Brookside pre-school will ensure that all committee members, staff, students and volunteers and 
those who undertake work on our behalf, maintain a proper focus on safeguarding children and 
that this is reflected in both sound individual practice and our internal policies and guidance.  
 
All staff, students and volunteers working with children must: 
• Give highest priority to children’s welfare 
• Ask for advice and support to act on safeguarding concerns and take appropriate 
    action 
• Access relevant, up-to-date safeguarding and child protection training which meets the 

requirements and responsibilities of their role 
• Recognise, identify and respond to signs of abuse, neglect and other safeguarding 
    concerns relating to children 
• Respond appropriately to disclosure of abuse by a child  
• Respond appropriately to allegations against staff, other adults, and against 
    themselves 
• Follow whistle blowing procedures to respond to concerns about potential 
    wrongdoing in the pre-school  
• Act appropriately and understand safe practice in carrying out their duties 
• Be alert to the risks which abusers, or potential abusers, may pose 
• Be aware of the importance of the role of early years services in promoting the welfare of 

children 
• Contribute as necessary to all stages of the pre-school’s safeguarding and protection 

processes 
 
 

3. Procedures for responding to specific child protection 
concerns about a child at risk of significant harm 

Brookside pre-school students and volunteers may become aware of child protection concerns in 
the course of their work from a number of routes; 

◼ Raised by the child themselves,  
◼ Through direct activity and observation. 
◼ Alleged by others e.g. a member of the public contacting the pre-school or by a 

parental complaint. 
 
The concern might relate to:  
  What is happening (or has happened) to a child outside the pre-school e.g. in    

    their own family.  
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  What is or may be happening (or happened in the past) to a child in our    
    pre-school  

 
The concerns may be about the behaviour of a: 

◼ Child, young person or adult in the community (for instance a relative or family friend) 
◼ Peer (for instance another child in our pre-school) 
◼ Member of staff, student or volunteer from our pre-school 
◼ Member of staff, student or volunteer from another service/setting  received or 

attended by the child 
 
The concern may relate to actions or inaction (for instance insufficient response by a parent in 
response to illness or injury to a child)  
 
The concern may be about a current situation or past events.  
 
The concern may involve allegations or disclosures of;  
  physical abuse 
  physical neglect  
  sexual abuse  
  emotional abuse or neglect  
  a combination of one or more of these 
 
Staff and volunteers may receive this information by one or more means, such as through 
observation, discussion, the review of child records or accident forms, a telephone call, a letter, 
an email, or from another person (a third party). Methods for dealing with such incidents are 
detailed below: 

 

4. Action to take if abuse is observed by a member of staff or 
volunteer in the pre-school 

This could take a number of forms, for example;  
• Seeing an adult hit a child,  
• Observing an adult using inappropriate restraint or language,  
• Witnessing the neglect of basic care needs of a child. 

 
First, do all you can to stop the abuse immediately without putting the child or 
young person, or yourself, at undue risk  
◼ Inform the perpetrator of your concerns 
◼ Advise him/her to stop the action immediately.  
◼ Ask him/her to move to an area where there is no contact with children.  
◼ Advise him/her that you will immediately inform the DSP and manager within the setting of 

what you have witnessed. 
 
If the perpetrator fails to stop; take any appropriate action you can to separate the child and 
perpetrator, and call for assistance. 
 
If the perpetrator does stop, and even if they leave the scene as requested, it is essential that 
you stay with the child until you can transfer them to the care of another responsible adult. 
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Report the incident immediately to the DSP, their deputy, or most senior member of staff 
present in the pre-school. 
 
◼ Record notes on a – ‘Record of Concern’ form (see appendix 1) noting what you have heard 

or seen and what has been said - if it is not possible to take notes at the time, do so 
immediately afterwards. Keep the notes taken at the time, without amendment, omission or 
addition. The form must be fully completed, signed and dated. The notes should cover what 
you saw, who said what, what action you took, and the details of date, time and location 
and name of child and perpetrator. 

◼ The DSP, their deputy, or most senior member of staff, should contact the SSCB for advice 
about what to do next (Safeguarding Service Advisory Desk on 0161 217 6028 (Out of Hours 
0161 718 2118)). 

◼ The DSP, their deputy, or most senior member of staff, should also seek advice from the 
SSCB regarding reporting the incident to the police and Ofsted. 

◼ If after obtaining advice from SSCB it is decided that the incident does not need to be taken 
further, the record of concern form should be kept in a sealed envelope marked with 
confidential within the child’s administration records. 

 

5. Action to take if injuries or behaviour is observed in a child that could 
indicate that he/she has suffered abuse, or is likely to suffer 
significant harm 

This could take a number of forms, for instance; 
◼ A child has an unexplained injury, bruise, mark or other signs of possible abuse 
◼ A child has an injury, bruise or mark and the explanation given for how it was caused is 

not consistent with the injury 
◼ There are significant changes in a child’s behaviour 
◼ The child shows signs of significant neglect, including untreated medical conditions 
◼ The child makes comments that give you cause for concern 

 
All members of staff and volunteers should stop all other activities and focus on what you have 
seen or are being told. Responding to suspicion of abuse takes immediate priority. 

So long as it does not put the child at increased risk, ask the mother and father / carer about 
what you have observed. You can also ask the child if he/she is old enough. Note what they tell 
you and how they behave using ‘Record of concern’ form. 

If you decide not to discuss your concerns with the child’s parent you must record this and the 
reasons why you made that judgement on a ‘Record of Concern’ form.  
 
Take action to obtain urgent medical attention for the child, if required 

Record what you have heard or seen, what has been said, and what you  
Did and ensure the DSP, their deputy of senior member of staff are aware of your 
evidence: 

◼ Use a body map if this is helpful, but do not take photographs. 
◼  If it is not possible to make notes at the time, do so immediately afterwards. 
◼ Notes should be dated and signed by the staff member completing them and also by the 

parent if the child has arrived with a pre-existing injury. 
 
Keep the notes taken at the time, without amendment, omission or addition, whatever 
subsequent reports may be written.  
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The DSP, their deputy, or most senior member of staff, should contact the SSCB for advice 
about what to do next (Safeguarding Service Advisory Desk on 0161 217 6028 (Out of Hours 
0161 718 2118)). 
 
 
 

6. When not to discuss your concerns with parents/carers 
 
Practitioners should, in general, discuss concerns with the family and, where possible inform them 
that they are making a referral unless this may, either by delay or the behavioural response it 
prompts or for any other reason, place the child at increased risk of Significant Harm. 
 
Situations where it would not be appropriate to inform family members prior to referral include 
where: 
▪ Discussion would put a child at risk of significant harm 
▪ There is evidence to suggest that involving the mother and father/caregivers would impede the 

police investigation and/or SSCB enquiry 
▪ Sexual abuse is suspected 
▪ To contact mothers and fathers/caregivers would place you or others at risk 
▪ Discussion would place one parent at risk of harm e.g. in cases of domestic abuse  
▪ It is not possible to contact mothers and fathers/caregivers without causing undue delay in 

making the referral 
▪ Where there are concerns about a possible forced marriage or honour based violence 
 
As detailed in Section 4, report concerns and evidence immediately to the DSP, their deputy, or 
most senior member of staff present in the pre-school. 
 

 

7. Action to take if an allegation or disclosure of possible significant 
harm to a child, is received. 

Significant harm is: 
Actual or likely harm caused by sexual, physical, emotional abuse or neglect,  
or that involves witnessing harm to others e.g. domestic abuse, and that is  
sufficient to affect the child’s or young person’s normal physical, sexual,  
emotional, educational or social development. 

 
If you are in direct contact with the child or adult raising the concern, for instance in the course 
of a conversation with a child or mother and father/caregiver or through a telephone call 
 
◼ Stop all other activities and focus on what you are being told. Responding to suspicion of 

abuse takes immediate priority. 
◼ Do not promise confidentiality or agree to “keep it a secret”. Explain clearly to the person 

raising the concern about what you expect will happen next. You can assure them that you 
will only tell those you have to tell to try to get the matter dealt with.  

◼ Give support and reassurance to the person giving you the information, that the matter will 
be dealt with quickly and appropriately. 
• Work at the pace of the person raising the concern. Do not rush them. 
• Avoid expressing opinions about what they are telling you 

◼ Use open questions like “Can you tell me what happened?”   
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◼ Repeat aloud what the child /adult has said so that they know you are listening and have 
heard them correctly 

◼ Avoid asking leading questions like “Did he do X to you?” or “How did he hurt the child” 
Leading questions and anything likely to suggest ideas or interpretations could jeopardise 
subsequent investigations or criminal proceedings. 

◼ Ask only what you need to know to come to a judgement about whether abuse may have 
taken place and to gather factual details. You do not need full details but you do need 
sufficient information for an informed referral:  
• Details of the concern/allegation 
• Name, date of birth and address of the child  
• Additional relevant information regarding the child  
• Details of other agencies involved. 

 
◼ Consider whether immediate action is needed to secure the protection of any children or 

young people who may be at risk. Think about the child or young person who is the 
immediate subject of the concerns, and any other child or young person who may be at risk, 
in the light of what you have been told or suspect.  

◼ If you are on site with any children who may be at immediate risk, consider what action may 
be necessary to secure their safety. You will need to stay with those you think are at 
immediate risk until you can transfer them to the care of another responsible adult. Then you 
will need to contact the DSP, their deputy, or most senior member of staff present in the pre-
school so they can take responsibility for further action  

◼ If you are not on site with a child, discuss with the person raising the concern how they can 
keep the child safe, taking into account the child’s wishes about any immediate protection if 
safe to do so. Check whether any other children may be at risk and consider what action is 
necessary to secure their immediate safety. 

◼ Take notes of what has been said, what has happened or what you have seen. Fill out a 
‘Record of concern’ form, ensuring that all sections are completed. 

◼ Provide your notes and any other evidence to the DSP, their deputy, or most senior member 
of staff present at the pre-school. 

◼ The DSP, their deputy, or most senior member of staff, should contact the SSCB for advice 
about what to do next (Safeguarding Service Advisory Desk on 0161 217 6028 (Out of Hours 
0161 718 2118)). 

◼ The DSP, their deputy, or most senior member of staff, should also seek advice from the 
SSCB regarding reporting the matter to the police and Ofsted. 

 

8. Action to be taken by the Designated Safeguarding Person (DSP)  

The DSP is primarily responsible for making a judgement about whether the allegation, 
suspicion or concern indicates that the child or young person is suffering, or is at risk of, 
significant harm. 

The DSP should also make a judgement about whether the allegation, suspicion or concern 
relates to a member of staff, student, volunteer or carer who works with children. 

 
If any of the safeguarding concerns, allegations or suspicions that have been identified involve: 

◼ A member of staff, student or a volunteer from the pre-school 

◼ Someone who you know is employed in a paid or voluntary capacity to work with 
children or young people, including foster carers and respite carers;  
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If the DSP decides that the allegation or suspicion constitutes a child or young person suffering, 
or is at risk of, significant harm, he/ she must make a telephone referral to SSCB, via the 
Safeguarding Service Advisory Desk on 0161 217 6028 (Out of Hours 0161 718 2118). 

 
Following the telephone referral, the DSP must follow up the concerns in writing to the relevant 
Prevention and Assessment Team within 24 hours. Advice should be during the initial phone call 
about the information and evidence required by the SSCB. 
 

If the child has been the subject of a CAF (Common Assessment Framework)/EHA (Early Help 
Assessment) the DSP should send a copy, together with a copy of the multi-agency action plan, 
with the written confirmation. If it is not possible to send a copy of the CAF/EHA, the DSP 
should include the contact details and the name of the Lead Professional if known, in the 
written confirmation. 
 

9. If concerns are raised that a child or young woman may be 
at risk of or have suffered Female Genital Mutilation (FGM) 

In this case the DSP should follow the Stockport Female Genital Mutilation Pathway as set out 
by GM Policy and Procedures; 4.2 Female Genital Mutilation Multi agency (Dec 2015). 
 
The DSP should a referral to Children's Social Care Customer Enquiry and Referral Management 
Team (CERMT) (0161 217 6028 and emergency out of office hours 0161 718 2118). Children’s 
social care services will assess the risks to the child and if necessary 
 

 

10. If concerns are raised that a child or young person may be 
at risk of or has undergone Forced Marriage or Honour-Based 
Violence   

In this case the DSP should contact the SSCB and Children's Social Care Customer Enquiry and 
Referral Management Team (CERMT) (0161 217 6028 and emergency out of office hours 0161 
718 2118). Children’s social care services will assess the risks to the child and if necessary call a 
strategy meeting as soon as feasible and in line with their procedures.  
 
It is very important that you do not let the child’s family or social networks know about your 
concerns until you have taken advice from children’s social care and if necessary Greater 
Manchester Police. 
 
 

11. You are concerned that a child or young person may be at 
risk from radicalisation or extremism  

From 1 July 2015 all registered early years childcare providers and registered later years 
childcare providers are subject to a duty under section 26 of the Counter-Terrorism and Security 
Act 2015 to have ‘due regard to the need to prevent people from being drawn into terrorism’. 
This is known as the Prevent duty. 
 
Even very young children may be vulnerable to radicalisation by others, whether in the family or 
outside, and display concerning behaviour. The Prevent duty does not require childcare 
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providers to carry out unnecessary intrusion into family life but, as with any other safeguarding 
risk; they must take action when they observe behaviour of concern. 
 
◼ If you are concerned that a child or young person is at risk of harm from radicalisation or 

extremism, the DSP should make a referral to: 
Stockport Council’s Prevent lead: Jon Faulkner on 0161 474 3146 or email: 
jon.faulkner@stockport.gov.uk. 
Or alternatively Greater Manchester Police Stockport PEO DC Kim Parkinson on 07900 
709270 or email: kim.parkinson@gmp.police.uk. 
 

12. Child in Need of Services but who is not at risk of Significant Harm 

If the DSP decides that the level of concern indicates that the child or family is in need of 
services but is not at risk of significant harm, the pre-school should work with the family to 
identify the child’s and family’s needs and how they can be met. 

This may involve carrying out a EHA assessment with the family.  
 
Once an assessment of the child’s and family’s needs has been completed, the DSP should 
contact SSCB and Children's Social Care Customer Enquiry and Referral Management Team 
(CERMT) (0161 217 6028 and emergency out of office hours 0161 718 2118) for further advice. 
 
 

13. Recognising and responding to an allegation about a member of 
staff, volunteer, student or carer who works with children 

There are a number of sources from which a complaint or allegation might arise including: 
o A child or adult 
o A parent 
o A member of the public 
o A disciplinary investigation 

 
 
A person to whom an allegation or concern is reported should: 

▪ Treat the matter seriously 

▪ Avoid asking leading questions 

▪ Keep an open mind 

▪ Communicate with the child (if the complainant) in a way that is appropriate to the child’s age 
and understanding and preferred language or communication style but not question the child 
or investigate further 

▪ Make a written record of the information (if possible in the informant’s own words) that 
includes: 

o When the alleged incident took place (time and date) 
o Who was present 
o What was said to have happened 

▪ Sign and date the written record 

▪ Report the matter immediately to the DSP, their deputy, or manager of the preschool. 

mailto:jon.faulkner@stockport.gov.uk
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▪ If the to the DSP, their deputy, or pre-school manager is the subject of the allegation, then 
a member of the pre-school committee management team should be notified. 
 

14. Initial action by the DSP or pre-school Manager 

If the allegation or concern about a person who works with children, in connection with their 
employment or voluntary activity, has: 
 

◼ Behaved in a way that has harmed a child, or may have harmed a child 
◼ Possibly committed a criminal offence against or related to a child 
◼ Behaved towards a child or children in a way that indicates they  

may pose a risk of harm to children 
 
The following procedures should be taken: 
 

◼ The DSP or pre-school Manager should not investigate the matter by interviewing the 
accused person, the child or potential witnesses. 

◼ The DSP or pre-school Manager should obtain written details of the allegation, signed 
and dated by the person receiving the complaint, or allegation (not the child/person 
making the allegation). 

◼ Countersign and date the written details. 
◼ Record any other information about times dates and location of incident(s) and names 

of any potential witnesses.  
◼ Record discussions about the child and/or member of staff, any decisions made, and 

the reasons for those decisions. 
◼ The DSP or pre-school Manager will report it to SSCB within 1 working day.  
◼ The named senior manager will not delay referral in order to gather information 
◼ Following the telephone referral, the DSP or pre-school Manager will confirm the 

concerns in writing to the SSCB. 
◼ If the concerns, allegation or suspicion constitutes a child or young person suffering, or 

is at risk of, significant harm, or is a child in need of services, the named DSP or pre-
school Manager will also make a telephone referral to and Children's Social Care 
Customer Enquiry and Referral Management Team (CERMT) and follow up the concerns 
in writing 

◼ If the concerns, allegations or suspicions relate to a staff member, student or volunteer 
working in a registered setting, the named senior manager will notify Ofsted within one 
working day. 

◼ If the concerns, allegations or suspicions relate to a staff member, student or volunteer 
working in the pre-school, the DSP or pre-school Manager will notify the Registered 
Person with overall responsibility for the setting on the day the concerns are raised 

◼ If the concerns, allegations or suspicions relate to the Registered Person, the DSP or 
pre-school Manager will seek advice from SSCB and Ofsted. 

 
 
 

15. Disciplinary process or assessment regarding suitability 

The SSCB, the pre-school manager and the pre-school committee management team should 
discuss and agree what action is appropriate in all cases where: 

▪ Based on initial investigations by the police or enquiries by Children's Social Care team 
result in a decision where no charges or further investigations will be made 
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▪ A criminal investigation and any subsequent trial is complete or an investigation is to be 
closed without charge or a prosecution discontinued 

 
The discussion should consider any potential misconduct or gross misconduct on the part of 
the accused person and take into account: 

▪ Information provided by the police and/or Children's Social Care team 

▪ The result of any investigation or trial and the different standard of proof in disciplinary 
and criminal proceedings 

 

The options will range from no further action to summary dismissal or not using the  
person’s services in future. Any decisions taken by the pre-school manager and the  
pre-school committee management team will be done on a case by case basis and in line with 
advice from SSCB and relevant employment legislation. 
 

 

16. Sharing information for disciplinary processes 

If the police or Crown Prosecution Service decide not to charge or decide to administer a 
caution, or the person is acquitted, the police should pass all relevant information to the pre-
school committee without delay. 
 
If the person is convicted, the police should inform the employer straight away so that 
appropriate action is taken. 
 
 

17. Record keeping about an allegation against a staff member, 
student or volunteer 

◼ The pre-school will keep a clear and comprehensive summary of the case record on the 
person’s confidential personnel file and give a copy to the individual (once all investigations 
and disciplinary processes are completed). 

◼ The record will include details of how the allegation was followed up and resolved, the 
decisions reached and the action taken. 

◼ The record will be kept until the person reaches normal retirement age or for ten years if 
longer. 

◼ The record will provide accurate information for any future reference and provide 
clarification if a future Disclosure and Barring Service (DBS) disclosure reveals an allegation 
that did not result in an allegation or conviction. This should prevent unnecessary re-
investigation if the allegation re-surfaces at a later date. 

 
 

18. Action in respect of unsubstantiated and false allegations 

◼ Where there is insufficient evidence to substantiate the allegation, the pre-school committee 
management team, will consider what further action if any is required. 

◼ If an allegation is false, the employer, in consultation with the SSCB, should referring the 
matter to children’s social care to determine whether the child is in need of services, or 
might have been abused by someone else. 
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◼ If an allegation has been deliberately invented or is malicious, the police should be asked to 
consider whether any action might be appropriate against the person responsible. 

 
 

MEMBERS OF STAFF, STUDENTS AND VOLUNTEERS  
 
Sign and Date below to confirm that you have read this policy and will adhere to it in future 
practice: 
 

Print Name Signed Date 

   

   

   

   

   

   

   

   

   

   

   

   
 


