Safeguarding Children Policy and Procedure
At Townsend Montessori Nurseries Limited we work with children, parents, external
agencies and the community to ensure the welfare and safety of children and to give them the
very best start in life. Children have the right to be treated with respect, be helped to thrive
and to be safe from any abuse in whatever form.
We support the children within our care, protect them from maltreatment and have robust
procedures in place to prevent the impairment of children’s health and development. In our
setting we strive to protect children from the risk of radicalisation and we promote acceptance
and tolerance of other beliefs and cultures (please refer to our inclusion and equality policy
for further information). Safeguarding is a much wider subject than the elements covered
within this single policy, therefore this document should be used in conjunction with the
nursery’s other policies and procedures.
Legal framework and definition of safeguarding
 Children Act 1989 and 2004
 Childcare Act 2006
 Safeguarding Vulnerable Groups Act 2006
 The Statutory Framework for the Early Years Foundation Stage (EYFS) 2017
 Working together to safeguard children 2015
 What to do if you’re worried a child is being abused 2015
 Counter-Terrorism and Security Act 2015.
Safeguarding and promoting the welfare of children, in relation to this policy is defined as:
 Protecting children from maltreatment
 Preventing the impairment of children’s health or development
 Ensuring that children are growing up in circumstances consistent with the provision
of safe and effective care
 Taking action to enable all children to have the best outcomes.
(Definition taken from the HM Government document ‘Working together to safeguard
children 2015).
Policy intention
To safeguard children and promote their welfare we will:
 Create an environment to encourage children to develop a positive self-image
 Provide positive role models and develop a safe culture where staff are confident to
raise concerns about professional conduct
 Encourage children to develop a sense of independence and autonomy in a way that is
appropriate to their age and stage of development
 Provide a safe and secure environment for all children
 Promote tolerance and acceptance of different beliefs, cultures and communities
 Help children to understand how they can influence and participate in decisionmaking and how to promote British values through play, discussion and role
modelling
 Always listen to children




Provide an environment where practitioners are confident to identify where children
and families may need intervention and seek the help they need
Share information with other agencies as appropriate.

Designated Safeguarding Leads
We have a named person within the nursery who takes lead responsibility for safeguarding
and co-ordinates child protection and welfare issues, known as the Designated Safeguarding
Lead (DSL). The nursery DSL liaises with the Local Safeguarding Children Board (LSCB)
and the local authority children’s social care team, undertakes specific training, including a
child protection training course, and receives regular updates to developments within this
field.
The Designated Safeguarding Lead at the nursery is: _________________________
The Designated Safeguarding Lead is responsible for:
 Making referrals in consultation with company Designated Safeguarding Lead
 Attend inter agency meetings as required, strategy discussions and child protection
conferences
 Maintain a confidential record system
 Managing and monitoring the settings part in child care and child protection plans.
 Liaise with other professionals.
The Company’s Designated Safeguarding Leads are:
Area Managers
Area One (Grange, Avenues, Port Regis, Margate) – Anna Johnson –
anna@tmnurseries.com
Area Two (Whitstable, Faversham, Maidstone, Forest Hill) – Tanya Alexander –
tanya@tmnurseries.com
Director of Childcare - Amy Turner - amy@tmnurseries.com
Company Director - Philippa Townsend - philippa@tmnurseries.com
The company Designated Safeguarding Lead is responsible for:
 Co-ordinating child protection action within the setting
 Liaising with relevant other agencies
 Ensuring the locally established procedures are followed including reporting and
referral processes
 Acting as consultant for other setting staff to discuss concerns
 Making referrals as necessary after consulting with nursery Designated Safeguarding
Lead
 Support nursery designated staff should they need to attend court case hearings etc
and offer emotional support in able to enable them to do this.
 Maintain a confidential record system
 Managing and monitoring the settings part in child care and child protection plans.



Ensuring all setting staff have received appropriate and up to date child protection
training.

The welfare and safety of children are the responsibility of ALL staff in the setting and
ANY concern for a child’s welfare MUST be reported to the DSL.
On occasion, staff may pass information about a child to the DSL, but remain anxious about
action subsequently taken. Staff should feel able to check the progress of a case with the DSL
so that they can reassure themselves the child is safe and their welfare is being considered. If
following this process, the staff member remains concerned that appropriate action is not
being taken, it is the responsibility of that staff member to seek further direct consultation
from either a member of the Education Safeguarding Team or Specialist Children’s Services
Team who may be able to discuss the concern and provide advice on appropriate action to be
taken.
Members of Staff can also access the NSPCC whistleblowing helpline if they do not feel able
to raise concerns regarding child protection failures internally. Staff can call: 0800 028 0285
(8:00 AM to 8:00 PM Monday to Friday) or email: help@nspcc.org.uk
The nursery is aware that abuse does occur in our society and we are vigilant in identifying
signs of abuse and reporting concerns. Our practitioners have a duty to protect and promote
the welfare of children. Due to the many hours of care we are providing, staff may often be
the first people to identify that there may be a problem. They may well be the first people in
whom children confide information that may suggest abuse or to spot changes in a child’s
behaviour which may indicate abuse. The nursery will follow the policy and procedure
regarding all areas of abuse, however, will be aware that additional barriers can exist when
recognising signs and symptoms of abuse for children with special educational needs and/or
disabilities.
Our prime responsibility is the welfare and well-being of each child in our care. As such we
believe we have a duty to the children, parents and staff to act quickly and responsibly in any
instance that may come to our attention. This includes sharing information with any relevant
agencies such as local authority services for children’s social care, health professionals or the
police. All staff will work with other agencies in the best interest of the child, including as
part of a multi-agency team, where needed.
The nursery aims to:
 Keep the child at the centre of all we do
 Ensure staff are trained to understand the child protection and safeguarding policy and
procedures, are alert to identify possible signs of abuse, understand what is meant by
child protection and are aware of the different ways in which children can be harmed,
including by other children through bullying or discriminatory behaviour
 Ensure staff understand how to identify early indicators of potential radicalisation and
terrorism threats and act on them appropriately in line with national and local
procedures
 Ensure that all staff feel confident and supported to act in the best interest of the child,
share information and seek the help that the child may need










Ensure that all staff are familiar and updated regularly with child protection training
and procedures and kept informed of changes to local/national procedures
Make any child protection referrals in a timely way, sharing relevant information as
necessary in line with procedures set out by Kent Safeguarding Children Board ad
Lewisham Safeguarding Children Board
Make any referrals relating to extremism to the police (or the Government helpline) in
a timely way, sharing relevant information as appropriate
Ensure that information is shared only with those people who need to know in order to
protect the child and act in their best interest
Ensure that children are never placed at risk while in the charge of nursery staff
Take any appropriate action relating to allegations of serious harm or abuse against
any person working with children or living or working on the nursery premises
including reporting such allegations to Ofsted and other relevant authorities
Ensure parents are fully aware of child protection policies and procedures when they
register with the nursery and are kept informed of all updates when they occur
Regularly review and update this policy with staff and parents where appropriate and
make sure it complies with any legal requirements and any guidance or procedures
issued

We will support children by offering reassurance, comfort and sensitive interactions. We will
devise activities according to individual circumstances to enable children to develop
confidence and self-esteem within their peer group.
Townsend Montessori Nurseries Limited adheres to the KSCB Safeguarding Children
Procedures. The full KSCB procedures document and additional guidance relating to specific
safeguarding issues can be found on the KSCB website: www.kscb.org.uk

Contact telephone numbers
Local Safeguarding Children’s Board
(Swale, Canterbury, Thanet) (Catherine Holmberg) – 03000 418503 –
catherine.holmberg@kent.gov.uk
Urgent issues out of office: 03000 41 91 91
(Maidstone) (Robyn Windibank) – 03000 412284 – robyn.windibank@kent.go.uk
Urgent issues out of office: 03000 41 91 91
(Forest Hill) – 020 3049 1446
Local Authority Designated Officer
LADO Admin support Team - 03000 410888
Urgent issues out of office: 03000 41 91 91
Local Authority social services (London) – 0208 3149177
LADO (London – Sharon Aggor) – 0208 314 3114 / 07710 705614
LewishamLADO@lewisham.gov.uk
Lewisham Safeguarding Children’s Board – 0207 138 1446
Lewisham Safeguarding Referral Unit – 0208 314 6660
Ofsted – 0300 123 1231

Kent Early Help Services
03000 419 222
(Thanet) Sharon McLaughlin – sharon.mclaughlin@kent.gov.uk 07824 707374
(Maidstone) Hema Birdie – hema.birdie@kent.gov.uk 03000 411 407
(Swale) – Dan Bride – dan.bride@kent.gov.uk 03000 411 732
Ofsted 0300 123 1231
Non-emergency police 101
Government helpline for extremism concerns 020 7340 7264

Recognition of Abuse:
•

All staff in the setting are aware of the definitions and signs and symptoms of abuse.
There are four categories of abuse:
o Physical abuse
o Sexual abuse
o Emotional abuse
o Neglect

•

The most up to date definitions and possible indicators and signs of abuse are found in
Appendix 1. Staff should also refer to Part 1 and Annex A within ‘Keeping children safe
in education’ 2016 (see appendix 2) and ‘What to do if you are worried a child is being
abused’ 2015.

•

All members of staff are aware that abuse, neglect and safeguarding issues are rarely
standalone events that can be covered by one definition or label; in most cases multiple
issues will overlap with one another.

•

Members of staff are aware that child welfare concerns may arise in many different
contexts, and can vary greatly in terms of their nature and seriousness. For example
children may be abused in a family, in an institutional or community setting, by those
known to them or by a stranger. They may be abused by an adult or adults, or another
child or children. Children may be abused via the internet by their peers, family members
or by unknown or in some cases unidentifiable individuals. In the case of honour based
abuse, including forced marriage and female genital mutilation, children may be taken out
of the country to be abused. An abused child may often experience more than one type of
abuse, as well as other difficulties in their lives.

•

Abuse and neglect can happen over a period of time, but can also be a one-off event. This
can have major long-term impacts on all aspects of a child's health, development and
wellbeing.

•

The warning signs and symptoms of child abuse and neglect can vary from child to child.
Children also develop and mature at different rates, so what appears to be worrying
behaviour for a younger child might be normal for an older child. Parental behaviours
may also indicate child abuse or neglect, so staff should also be alert to parent-child
interactions or concerning parental behaviours; this could include parents who are under
the influence of drugs or alcohol or if there is a sudden change in their mental health.

•

By understanding the warning signs, we can respond to problems as early as possible and
provide the right support and services for the child and their family. It is important to
recognise that a warning sign doesn’t automatically mean a child is being abused.

Abuse and neglect are forms of maltreatment of a child. Somebody may abuse or neglect a
child by harming them or by failing to act to prevent harm. Children may be abused within a
family, institution or community setting by those known to them or a stranger. This could be
an adult or adults, another child or children.
The signs and indicators listed below may not necessarily indicate that a child has been
abused, but will help us to recognise that something may be wrong, especially if a child
shows a number of these symptoms or any of them to a marked degree.
Indicators of child abuse
 Failure to thrive and meet developmental milestones
 Fearful or withdrawn tendencies
 Aggressive behaviour
 Unexplained injuries to a child or conflicting reports from parents or staff
 Repeated injuries
 Unaddressed illnesses or injuries
 Significant changes to behaviour patterns.
Recording suspicions of abuse and disclosures
Staff should make an objective record of any observation or disclosure, supported by the
nursery manager or Designated Safeguarding Person. This record should include:
 Child's name
 Child's address
 Age of the child and date of birth
 Date and time of the observation or the disclosure
 Exact words spoken by the child
 Exact position and type of any injuries or marks seen
 Exact observation of any incident including any other witnesses
 Name of the person to whom any concern was reported, with date and time; and the
names of any other person present at the time
 Any discussion held with the parent(s) (where deemed appropriate).
These records should be signed by the person reporting this and the manager and/or
Designated Safeguarding Lead, dated and kept in a separate confidential file.

If a child starts to talk to an adult about potential abuse it is important not to promise the child
complete confidentiality. This promise cannot be kept. It is vital that the child is allowed to
talk openly and disclosure is not forced or words put into the child’s mouth. As soon as
possible after the disclosure details must be logged accurately.
New referrals to services will be made using the agreed process i.e. the Early Help
Notification Form or Inter-Agency Referral Form for referrals to SCS. These will be made
with reference to the Kent Interagency Threshold Criteria for Children in Need. In situations
where there are felt to be urgent concerns, a telephone referral will be made prior to the form
being completed and sent to the Central Duty Team. Concerns for children who are already
known to services will be passed to the allocated worker / team. If anyone other than the DSL
makes a referral to external services, then they will inform the DSL as soon as possible.
Staff involved may be asked to supply details of any information/concerns they have with
regard to a child. The nursery expects all members of staff to co-operate with the local
authority children’s social care, police, and Ofsted in any way necessary to ensure the safety
of the children.
Staff must not make any comments either publicly or in private about the supposed or actual
behaviour of a parent or member of staff.

Categories of Abuse
All staff should be aware that abuse, neglect and safeguarding issues are rarely
standalone events that can be covered by one definition or label. In most cases
multiple issues will overlap with one another.
Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by
inflicting harm, or by failing to act to prevent harm. They may be abused by an adult or
adults or another child or children. It should be noted that abuse can be carried out both
on and offline and be perpetrated by men, women and children.
Sexual abuse: involves forcing or enticing a child or young person to take part in
sexual activities, not necessarily involving a high level of violence, whether or not
the child is aware of what is happening. The activities may involve physical contact,
including assault by penetration (for example rape or oral sex) or non-penetrative
acts such as masturbation, kissing, rubbing and touching outside of clothing. They
may also include non-contact activities, such as involving children in looking at, or
in the production of, sexual images, watching sexual activities, encouraging children
to behave in sexually inappropriate ways, or grooming a child in preparation for
abuse (including via the internet). Sexual abuse is not solely perpetrated by adult
males. Women can also commit acts of sexual abuse, as can other children.
Signs that MAY INDICATE Sexual Abuse
• Sudden changes in behaviour and school performance
• Displays of affection which are sexual and age inappropriate
• Self-harm, self-mutilation or attempts at suicide
• Alluding to secrets which they cannot reveal

•
•
•
•
•
•
•
•

Tendency to cling or need constant reassurance
Regression to younger behaviour for example thumb sucking, playing with
discarded toys, acting like a baby
Distrust of familiar adults e.g. anxiety of being left with relatives, a child minder
or lodger
Unexplained gifts or money
Depression and withdrawal
Fear of undressing for PE
Sexually transmitted disease
Fire setting

Physical abuse: a form of abuse which may involve hitting, shaking, throwing,
poisoning, burning or scalding, drowning, suffocating 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.
Signs that MAY INDICATE physical abuse
• Bruises and abrasions around the face
• Damage or injury around the mouth
• Bi-lateral injuries such as two bruised eyes
• Bruising to soft area of the face such as the cheeks
• Fingertip bruising to the front or back of torso
• Bite marks
• Burns or scalds (unusual patterns and spread of injuries)
• Deep contact burns such as cigarette burns
• Injuries suggesting beatings (strap marks, welts)
• Covering arms and legs even when hot
• Aggressive behaviour or severe temper outbursts.
• Injuries need to be accounted for. Inadequate, inconsistent or excessively plausible
explanations or a delay in seeking treatment should signal concern.
Emotional abuse: the persistent emotional maltreatment of a child such as to cause
severe and adverse effects on the child’s emotional development. It may involve
conveying to a child that they are worthless or unloved, inadequate, or valued only
insofar as they meet the needs of another person. It may include not giving the child
opportunities to express their views, deliberately silencing them or ‘making fun’ of
what they say or how they communicate. It may feature age or developmentally
inappropriate expectations being imposed on children. These may include
interactions that are beyond a child’s developmental capability as well as
overprotection and limitation of exploration and learning, or preventing the child
participating in normal social interaction. It may involve seeing or hearing the illtreatment of another. It may involve serious bullying (including cyberbullying),
causing children frequently to feel frightened or in danger, or the exploitation or
corruption of children. Some level of emotional abuse is involved in all types of
maltreatment of a child, although it may occur alone.

Signs that MAY INDICATE emotional abuse
• Over reaction to mistakes
• Lack of self-confidence/esteem
• Sudden speech disorders
• Self-harming
• Eating Disorders
• Extremes of passivity and/or aggression
• Compulsive stealing
• Drug, alcohol, solvent abuse
• Fear of parents being contacted
• Unwillingness or inability to play
• Excessive need for approval, attention and affection
Neglect: the persistent failure to meet a child’s basic physical and/or psychological
needs, likely to result in the serious impairment of the child’s 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 emotional harm or danger; ensure adequate supervision
(including the use of inadequate care-givers); or ensure access to appropriate medical
care or treatment. It may also include neglect of, or unresponsiveness to, a child’s
basic emotional needs.
Signs that MAY INDICATE neglect.
• Constant hunger
• Poor personal hygiene
• Constant tiredness
• Inadequate clothing
• Frequent lateness or non-attendance at School
• Untreated medical problems
• Poor relationship with peers
• Compulsive stealing and scavenging
• Rocking, hair twisting and thumb sucking
• Running away
• Loss of weight or being constantly underweight
• Low self esteem
Female genital mutilation
This type of physical abuse is practised as a cultural ritual by certain ethnic groups and there
is now more awareness of its prevalence in some communities in England including its effect
on the child and any other siblings involved. For those nurseries caring for older children in
their out of school facility this may be an area of abuse you could come across. Symptoms
may include bleeding, painful areas, acute urinary retention, urinary infection, wound
infection, septicaemia, incontinence, vaginal and pelvic infections with depression and posttraumatic stress disorder as well as physiological concerns. If you have concerns about a

child relating to this area, you should contact children’s social care team in the same way as
other types of physical abuse.
Fabricated illness
This is also a type of physical abuse. This is where a child is presented with an illness that is
fabricated by the adult carer. The carer may seek out unnecessary medical treatment or
investigation. The signs may include a carer exaggerating a real illness or symptoms,
complete fabrication of symptoms or inducing physical illness, e.g. through poisoning,
starvation, inappropriate diet. This may also be presented through false allegations of abuse
or encouraging the child to appear disabled or ill to obtain unnecessary treatment or specialist
support.
Child Sexual Exploitation (CSE)
Every member of staff recognises that children at risk of CSE need to be identified and
issues relating to CSE should be approached in the same way as protecting children
from other risks. They are aware that sexual exploitation can take many forms ranging
from the seemingly ‘consensual’ relationship where sex is exchanged for affection or
gifts, to serious organised crime by gangs and groups. What marks out exploitation is an
imbalance of power in the relationship. The perpetrator always holds some kind of
power over the victim which increases as the exploitative relationship develops. Sexual
exploitation may involve varying degrees of coercion, intimidation or enticement,
including unwanted pressure from peers to have sex, sexting, sexual bullying including
cyberbullying and grooming. However, it also important to recognise that some young
people who are being sexually exploited do not exhibit any external signs of this abuse
or recognise this as abusive.
This may apply to children, parents/carers, older siblings, staff or other members of the
setting community.

Monitoring attendance of children
Although it is not compulsory for children to attend the early years setting, under our
safeguarding responsibilities we are required to monitor children’s attendance and patterns of
absence. If a child is not going to attend a session, we ask parents/carers to share the length
and reason for the absence. This information will enable us to monitor illnesses that may
occur across the setting.
The management of the setting is required to monitor all absences in order to safeguard
children, and demonstrate this during inspections, so please help our team by letting us know
of any planned or unplanned absences as soon as possible.
Staffing and volunteering
Our policy is to provide a secure and safe environment for all children. We only allow an
adult who is employed by the nursery to care for children and who has an enhanced clearance
from the Disclosure and Barring Service (DBS) to be left alone with children. We do not
allow volunteers to be alone with children or any other adult who may be present in the
nursery regardless of whether or not they have a DBS clearance.

All staff will attend child protection training and receive initial basic child protection training
during their induction period. This will include the procedures for spotting signs and
behaviours of abuse and abusers/potential abusers, recording and reporting concerns and
creating a safe and secure environment for the children in the nursery. During induction staff
will be given contact details for the Local Safeguarding Children Board (LSCB) and Ofsted
to enable them to report any safeguarding concerns, independently, if they feel it necessary to
do so.
The EYFS 2017 requires providers ‘to take all necessary steps to keep children safe and
well’’ and accordingly, everyone involved in the care of young children has a role to play in
their protection. All members of staff at Townsend Montessori Nurseries Limited are part of
the wider safeguarding system for children and are in a unique position to observe any
changes in a child’s behaviour or appearance.
All members of staff have a responsibility to identify children who may be in need of extra
help or who are suffering, or are likely to suffer, significant harm. All members of staff have
a duty of care to take appropriate action and work with other services as needed.














We provide adequate and appropriate staffing resources to meet the needs of all
children
Applicants for posts within the nursery are clearly informed that the positions are
exempt from the Rehabilitation of Offenders Act 1974. Candidates are informed of
the need to carry out checks before posts can be confirmed. Where applications are
rejected because of information that has been disclosed, applicants have the right to
know and to challenge incorrect information
We give staff members, volunteers and students regular opportunities to declare
changes that may affect their suitability to care for the children. This includes
information about their health, medication or about changes in their home life such as
whether anyone they live with in a household has committed an offence or been
involved in an incident that means they are disqualified from working with children
We request DBS checks on all members of staff
We abide by the requirements of the EYFS and any Ofsted guidance in respect to
obtaining references and suitability checks for staff, students and volunteers, to ensure
that all staff, students and volunteers working in the setting are suitable to do so
We ensure we receive at least two written references when a new member of staff
commences employment with us
All students will have enhanced DBS checks conducted on them before their
placement starts by their place of education
Volunteers, including students, do not work unsupervised
We abide by the requirements of the Safeguarding Vulnerable Groups Act 2006 and
the Childcare Act 2006 in respect of any person who is disqualified from providing
childcare, is dismissed from our employment, or resigns in circumstances that would
otherwise have led to dismissal for reasons of child protection concern
We have procedures for recording the details of visitors to the nursery and take
security steps to ensure that we have control over who comes into the nursery so that
no unauthorised person has unsupervised access to the children






All visitors/contractors will be supervised whilst on the premises, especially when in
the areas the children use
All staff have access to and comply with the whistleblowing policy which will enable
them to share any concerns that may arise about their colleagues in an appropriate
manner
All staff will receive regular supervision meetings where opportunities will be made
available to discuss any issues relating to individual children, child protection training
and any needs for further support
The deployment of staff within the nursery allows for constant supervision and
support. Where children need to spend time away from the rest of the group, other
safeguards will be put into action to ensure the safety of the child and the adult.

Informing parents
Parents are normally the first point of contact. If a suspicion of abuse is recorded, parents are
informed at the same time as the report is made, except where the guidance of the LSCB/
local authority children’s social care team/police does not allow this. This will usually be the
case where the parent or family member is the likely abuser or where a child may be
endangered by this disclosure. In these cases the investigating officers will inform parents.
Confidentiality
All suspicions, enquiries and external investigations are kept confidential and shared only
with those who need to know. Any information is shared in line with guidance from the
LSCB.
Support to families
The nursery takes every step in its power to build up trusting and supportive relations among
families, staff, students and volunteers within the nursery.
The nursery continues to welcome the child and the family whilst enquiries are being made in
relation to abuse in the home situation. Parents and families will be treated with respect in a
non-judgmental manner whilst any external investigations are carried out in the best interest
of the child.
Confidential records kept on a child are shared with the child's parents or those who have
parental responsibility for the child, only if appropriate in line with guidance of the LSCB
with the proviso that the care and safety of the child is paramount. We will do all in our
power to support and work with the child's family.
Employees, students or volunteers of the nursery or any other person living or working
on the nursery premises
If an allegation is made against a member of staff, student or volunteer or any other person
who lives or works on the nursery premises regardless of whether the allegation relates to the
nursery premises or elsewhere, we will follow the procedure below.
The allegation should be reported to the senior manager on duty. If this person is the subject
of the allegation then this should be reported to the Area Manager, Director of Childcare or
Company Director

The Local Authority Designated Officer (LADO), Ofsted and the LSCB will then be
informed immediately in order for this to be investigated by the appropriate bodies promptly:
 The LADO will be informed immediately for advice and guidance
 A full investigation will be carried out by the appropriate professionals (LADO,
Ofsted, LSCB) to determine how this will be handled
 The nursery will follow all instructions from the LADO, Ofsted, LSCB and ask all
staff members to do the same and co-operate where required
 Support will be provided to all those involved in an allegation throughout the external
investigation in line with LADO support and advice
 The nursery reserves the right to suspend any member of staff during an investigation
 All enquiries/external investigations/interviews will be documented and kept in a
locked file for access by the relevant authorities
 Unfounded allegations will result in all rights being reinstated
 Founded allegations will be passed on to the relevant organisations including the local
authority children’s social care team and where an offence is believed to have been
committed, the police, and will result in the termination of employment. Ofsted will
be notified immediately of this decision. The nursery will also notify the Disclosure
and Barring Service (DBS) to ensure their records are updated
 All records will be kept until the person reaches normal retirement age or for 21 years
and 3 months years if that is longer. This will ensure accurate information is available
for references and future DBS checks and avoids any unnecessary reinvestigation
 The nursery retains the right to dismiss any member of staff in connection with
founded allegations following an inquiry
 Support will be available for any member of the nursery who is affected by an
allegation, their colleagues in the nursery and the parents.
Extremism – the Prevent Duty
Under the Counter-Terrorism and Security Act 2015 we have a duty to refer any concerns of
extremism to the police (In Prevent priority areas the local authority will have a Prevent lead
who can also provide support).
This may be a cause for concern relating to a change in behaviour of a child or family
member, comments causing concern made to a member of the team (or other persons in the
setting) or actions that lead staff to be worried about the safety of a child in their care.
Lockdown Procedure
In the unlikely event that a person attempts to access the nursery with the intent to cause
harm to staff and children the nursery will implement a ‘lockdown’. This will be carried out
in the following way:
-

Nursery Manager to remain at reception to monitor main entrance. Nursery Manager
to contact Police and Senior Management
Deputy Manager to inform all Room Supervisors and ensure all other entrance areas
are secure
Staff will be alerted that a lockdown is in place by the sound of a whistle, which
management will blow to inform staff
Room Supervisors to ensure all windows and doors are secure. Window blinds to be
pulled down

-

-

-

-

A headcount is to take place and the Room Supervisor to keep the register to hand.
‘LD’ will be recorded in green pen next to the children’s name on the register to show
which children are part of the lockdown procedure
If necessary, children to be informed an animal (i.e. a lion) is outside and there is a
need to remain in the classroom. Staff are continue to engage the children in activities
to remain calm.
Staff and children are to remain in the classroom until they receive further
information from management
Senior Management to inform Head Office who will notify parents/carers via email in
order to keep phone line clear for police communication. Email is to reassure
parents/carers and ask that they do not come to the nursery for safety reasons.
Regular updates should be emailed to parents/carers.
The nursery will provide police with the nursery mobile number to avoid calls
needing to be answered on the main phone
If staff and children are on an outing they are to be telephoned and informed not to
return to the nursery and shelter in a public place until further notice
If staff and children are in the outdoor area they are to return to the building as
quickly as possible, if safe to do so. If they cannot re-enter the building the above
procedure is to be followed in the outdoor area.

The Nursery Manager will communicate with police throughout the lockdown and will
collate the necessary information (see chart in reception).
A poster will be displayed to inform parents/carers and visitors to the nursery that a lockdown
is in process and the Nursery Manager is unable to open the door
Staff will not attempt to physically remove an unwanted visitor from the nursery premises.
Staff are to follow directions of police as instructed
Follow the ‘CLOSE’ procedure:
Close all windows and doors
Lock up
Out of sight
Stay quiet
Endure – you may be in lockdown for some time
Port Regis Nursery are to notify and liaise with attached Care Home regarding the above
procedure
e-Safety
Our nursery is aware of the growth of internet use and the advantages this can bring.
However it is also aware of the dangers and strives to support children, staff and families in
using the internet safely.
Within the nursery we do this by:
 Ensuring we have appropriate antivirus and anti-spyware software on all devices and
updating them regularly







Using approved devices to record/photograph in the setting
Reporting emails with inappropriate content to the internet watch foundation (IWF
www.iwf.org.uk/)
Ensuring content blockers and filters are on our computers, laptops and tablets
Ensuring children are supervised using internet devices
Integrating e-safety into nursery daily practice by discussing computer usage ‘rules’
deciding together what is safe and what is not safe to do online

E-Safety (online safety) relates to the specific challenges and risks presented by new
technologies, including the internet, mobile phones and other devices, for children and young
people as well as adults, both within and outside of the setting.
Townsend Montessori Nurseries Limited will seek to create an appropriate balance between
controlling access to the internet and technology, setting rules and boundaries and educating
children, parents/carers and staff about safe and responsible use. This will include a range of
practices including undertaking appropriate risk assessments of technology, ensuring there is
appropriate supervision of children, providing safe and suitable equipment/tools for staff and
children and ensuring that there is up-to-date training/education in place for all members of
the community regarding online risks and responsibilities.
Townsend Montessori Nurseries Limited is aware that children and staff cannot always be
prevented from being exposed to online risks and will therefore seek to empower and educate
all members of the community so that they are equipped with the skills to make safe and
responsible decisions as well as to feel able to report any concerns.
All members of staff will be made aware of the importance of good e-Safety practice in order
to educate and protect the children in their care. Members of staff will be made aware of the
professional risks associated with the use of electronic communication (e-mail; mobile
phones; texting; social network sites) and will be informed about how to manage their own
professional reputation online and demonstrate appropriate online behaviours compatible
with their role.
Mobile Phone Policy
(Please see separate policy for full details)




The use of mobile phones is strictly prohibited whilst children are in the care of the
staff
All phones are stored on silent in the staff room as not to disturb colleagues
If a mobile phone is required for an outing then the nursery mobile is taken. If this is
not available then a staff member may take their own. The phone is then only to be
answered if the nursery calls or if the staffs need to contact the nursery. If staff are
found to be taking personal calls then they will receive disciplinary action.

Camera Policy





All nurseries are provided with a camera solely for nursery use only.
Photographs are printed within the nursery and used for displays, learning journeys
and newsletters
Staff are not permitted to bring their own cameras into the nursery
The nursery asks parents/carers permission upon registration to use photographs for
the purpose of displays, newsletters and the website.
Always Remember:

The Welfare of the Child is Paramount
Our nursery has a clear commitment to protecting children and promoting welfare. Should
anyone believe that this policy is not being upheld, it is their duty to report the matter to the
attention of the Nursery Manager, Designated Safeguarding Lead, Area Manager, Director of
Childcare or Company Director at the earliest opportunity (also refer to the Complaints and
Compliments Policy and Procedures)

Guidance for Managers Completing Checklists for Handling and Recording Allegations
or complaints of Abuse Made Against a Member of Staff Regarding a Child / Children
in their Care.
Townsend Montessori Nurseries Limited recognises that it is possible for staff and volunteers
to behave in a way that might cause harm to children and takes seriously any allegation
received. Such allegations should be referred immediately to the Designated Safeguarding
Lead who will first contact the Local Authority Designated Officer (LADO) to agree further
action to be taken in respect of the child and staff member.
All staff need to be aware of the setting’s Whistle-blowing procedure (please see separate
policy) and that it is a disciplinary offence not to report concerns about the conduct of a
colleague that could place a child at risk. When in doubt – consult.
Procedure for Manager to follow:
1. Record the name and position of member of staff against whom the allegation or
complaint has been made.
2. Verbal complaints should be backed up in writing by the complainant if appropriate;
some may require immediate action that does not allow time for this to happen.
3. It is important to identify who made the complaint and whether it was received first
hand or is a concern that is passed on from somebody else. If this is the case it is
better that you receive the information first hand. If a parent / carer or member of
staff at Townsend Montessori makes a complaint against you it must be passed
straight to Amy Turner, Director of Childcare.
4. Record the full name, age and date of birth of the child.

5. The address recorded should be the address at which the child lives with the main
carer.
6. If there are one or more alleged incidents, be specific as possible about the dates that
the incident is alleged to have happened.
7. Check the attendance register of the room to see if the child was present / seen on
that day and also the shift patterns of the member of staff involved to see if they
were working at the time. This will confirm the likely hood of the incident having
taken place.
8. If you have received the complaint in writing attach it to the checklist. You can then
summarise it on the form.
9. Any other information should be factual. It will be helpful if you can confirm things
such as the level of contact that the staff member has with the child and any other
minor concerns that may have been raised previously. Do not attempt to
investigate the complaint yourself.
10. Remember that if an allegation of abuse is made against a member of staff you must
inform the Area Manager, Amy Turner and/or Philippa Townsend who will contact
the LADO for further advice.
11. Ofsted must be informed if an allegation is made against a member of staff
(whether the allegations relate to harm or abuse committed on the premises or
elsewhere). Ofsted must be informed of any actions taken as soon as reasonably
practicable, but at the latest within 14 days of the allegations being made.
12. Make a note of any actions the LADO or Ofsted advise you to take and date or times
at which you implemented them.
13. If the allegation is against an Area Manager or Company Director, Philippa
Townsend, then you should speak to Director of Childcare, Amy Turner, who
will follow the above procedure. If the allegation is against Amy Turner then
only Philippa Townsend is to be approached.

This policy was adopted on
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Signed on behalf of the nursery
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