
Policy 14 Child Protection 

Designated person

Child Protection Co-ordinator (Designated person) – Sonjia Swift
Secondary Designated person – Tracy Dean
In the centre we provide an environment which ensures children are safe from abuse, including bullying, and will respond to any suspicion of abuse in a way that respects children’s rights and reinforces adults responsibility to the children. All of our policies and procedures aim to ensure this, and this is reinforced by our stringent staff recruitment policy.

Centre staff build friendly relationships with children, particularly those in their keygroup. Knowing children well enables staff to be aware of changes in behaviour or well-being, and they will deal appropriately with any concerns raised. Staff have a legal duty to take action to protect children and the interests of the child will always be the first priority. If a member of staff suspects a child is being abused, support and advice is available from the designated person who oversees child protection issues, (who will liaise with staff and children’s services as required), or directly from the local area consultation line. All staff are given child protection advice during their induction and are placed on a Child Protection training course as soon as a place is available.

Recruitment of staff and volunteers
We operate stringent staff recruitment and vetting procedures and follow the guidelines of the government’s safer recruitment training. All job applicants undergo identity and qualification checks at interview and must provide at least 2 satisfactory references, which are checked (if possible before interview or otherwise before a contract of employment is issued). Successful candidate(s) are required to complete an enhanced CRB disclosure form which will be checked with the Criminal records bureau before they are officially appointed, and all staff are obliged to report any subsequent issues that could potentially affect their continued suitability to work with children. A statement of medical fitness is required at or before interview. 
Subject to review by the government it is proposed that newly appointed staff and volunteers, and staff who already work with vulnerable groups (such as children) but are changing jobs, will also be able to register with the Independent Safeguarding Authority (ISA). This will be done on one combined CRB and ISA registration and check form. It is expected that in the future the combined CRB/ISA check will be a legal requirement for these groups of people, and the combined form will have be completed. 
 Detailed application forms and a thorough but constructive interview enable management to confirm the suitability of staff before appointment, and a satisfactory probationary period is served before a contract of employment is confirmed.
When recruiting volunteers to work regularly* with children, if the person is not well known to the staff/committee, procedures will be followed as above. If the person is well known, references will still be sought and checks will be made to ensure others in the community have no concerns and can make positive recommendation. An informal interview will be carried out and a CRB (combined CRB/ISA check if this is confirmed by the government) completed and checked.
The ISA states that regulated activity is any activity which involves contact with children or vulnerable adults. This could be paid or voluntary work. Such activities include:

· Any activity of a specified nature which involves contact with children or vulnerable adults within certain periods, or overnight.

· Any activity allowing contact with children or vulnerable adults that is in a specified place frequently or intensively.

· Fostering and childcare.

· Any activity that involves people in certain defined positions of responsibility.

The Centre, it’s committee and staff are therefore defined as carrying out regulated activity and are subject to the ISA regulations and legislation relevant to this. In December 2009 changes to the original definitions of “frequently or intensively” were recommended - Changing the definition of "frequency" within the scheme from once a month or more to once a week or more. This covers regular repetitive activity. Making a parallel change to the "intensive" definition, from three or more days in a 30 day period, or overnight, to four or more days in a 30 day period, or overnight. This covers the circumstances where there is contact over a short space of time which is not necessarily repeated; 
If at any time, including during the recruitment process, there are serious concerns, (based on legitimate information) about a person’s suitability to work with children, or a CRB/ISA check reveals that a person has been barred from working with children, or a person has given false information in support of their application for voluntary or paid employment , the police and/or ISA will be informed and given details. As from October 2009 it is a criminal offence to knowingly allow someone who has not been registered with the ISA or who been barred by the ISA. to work with children.

It is expected that in the future the government will require existing employees and regular volunteers with no CRB check to apply for ISA registration, and that existing employees/volunteers with CRB checks will be able to apply for ISA registration starting with those whose CRB checks are the oldest. It is expected that all employees and regular volunteers will have to be registered by July 2015.
Confidentiality 

Records and documents regarding child protection issues for individual children are held in a secure place and treated confidentially by all staff. Any meetings with parents, carers or others concerning child protection issues will be held in a suitable place where confidentiality can be maintained, and accurate and confidential records will be kept of any such meetings. Information will be passed on a ‘need to know basis’, according to our confidentiality policy, but always observing the best interests of the child, and ensuring important or essential information is promptly communicated to the relevant person or organisation. 

Physical contact

For Early years staff who are working with babies and young children, close contact is necessary to help in the building of close, positive relationships, and can give welcome reassurance to the child. Research shows that children’s brain development actually benefits from physical touch, and close and affectionate relationships with their special people. Their keyperson at the Centre could be considered such a special person for them. Close contact may include sitting children on a staff members lap, a hug and occasionally a kiss on the cheek. This contact will usually but not always be with their keyperson. However, staff will bear in mind that some children may find being touched uncomfortable or distressing for a variety of reasons. Staff are sensitive to a child's reaction to physical contact and act appropriately. All staff at the Centre are CRB checked and vetted.
Staff providing personal care to the youngest children such as nappy changing or assistance with toileting and clothes do so in a discreet and sensitive manner. Only staff are permitted to change nappies or give personal care. Nappy changing will normally be done by the child’s keyperson or secondary keyperson. It is not possible to have 2 staff taken up with changing a child’s nappy, so this will usually be done by a sole carer. Staff are asked to leave the toilet door ajar whilst changing a child.  
Restraint

Rarely, if all usual de-escalation or guiding techniques have failed, (most of the centre staff have attended training in behaviour management and are aware of techniques which will be used as appropriate, to avoid the need for restraint), a staff member might have to physically restrain a child to prevent him or her causing injury or harm to themselves or others, or serious damage to property. In such instances no more than the minimum necessary force is used and the staff member seeks to avoid causing injury to the child. If possible restraint should be avoided by removing other children or property from the child’s vicinity. Should such a situation occur, the staff member will immediately call for support and witness from other staff. In such instances an incident report will be completed and the parents or carers informed of the full circumstances of the incident when they collect the child. Should the lead practitioner consider it appropriate, parents or carers may be informed immediately.

Existing injuries and behaviour changes,
Any significant existing injuries noticed on children's arrival will be recorded and parents or carers will be asked for information about the cause. If unexplained marks or bruises or behaviour changes are noticed during the day the member of staff may ask the child about their causes. Staff will not probe or make any suggestions to the child. A reasonable explanation may be given. If not the designated person or keyperson may make enquiries of the parent or carer upon collection of the child, and will enter the details retrospectively in the existing injuries record. 

The designated person will review this record book regularly to see if there are any patterns indicating the need for further observations or enquiries. Any injuries incurred at the centre are entered in the accident book, which is shown to the parent or carer on collection of children. Should there be any indication of bullying the designated person will deal with this immediately as detailed in our behaviour policy. 

Action of suspicion of child abuse

If a staff member believes that a child may be suffering or be at risk of suffering significant harm, they will make careful observations, and listen to but not question the child. They will usually communicate their concerns with the designated person (or their secondary should they be absent), but retain the right to make an independent direct referral to Norfolk County Council Children’s Services, should they so wish. The designated person (or their secondary should they be absent) will consider the details of the concerns raised, and decide whether an immediate referral to children’s Services is appropriate, or whether further observations or facts are needed in order to make that decision, using an assessment framework. S(he) may telephone the local area consultation line for advice, and if so, will inform parents that this has happened. In most cases it will be appropriate for the designated person or keyperson to discuss the concern with the parents or carers of the child, unless doing so would place the child at increased risk of significant harm. If a referral is made the centre will inform the chairperson.

If a matter arises in the Centre that a member of the staff team (including students on placement) or a committee member, knows or suspects that another member of staff or committee has acted in a way that constitutes child abuse, then it is that individual’s duty to report the matter immediately to the lead practitioner or Committee chairperson as per “allegations against staff” detailed below.

All details of decisions or action taken and follow up procedures agreed, with any supporting observations and discussions, will be kept in an individual confidential folder in a locked cupboard or safe place.

Allegations against staff

Staff  are advised as to what constitutes appropriate interaction with children. However, should an allegation or concern arise which indicates possible abuse of a child(ren) by a member of staff , the lead practitioner (or chairperson if the allegation concerns the lead practitioner themselves), will not investigate at this stage but will consult with the Local Authority Designated Officer on 01603 223473 within 1 working day, regarding the allegation. Prior to this consultation they may not tell anyone about the allegation, (even the staff involved), or investigate or interview, but may only clarify and record what is alleged, applying the usual rules of confidentiality. Following the strategy discussion or initial evaluation if needed, the LADO and lead practitioner will agree the next course of action and timescales. At this point information for the adult, witnesses, child and parents, ongoing support for the member of staff, child and parents, and statements for staff, press/community will be considered, and appropriate action taken. Detailed records and statements will be kept at all stages. 

If the alleged action/incident definitely did not happen no further action will be taken. 

If the action/incident is not considered to be abusive or criminal, internal action will be taken at the Centre. This may be management action or disciplinary process (with referral to the Children’s Safeguards Operations Unit if appropriate).

If the action/incident might be abusive or criminal, investigation by Police and/or Children’s Services will take place through the legal process (with referral to the Children’s Safeguards Operations Unit if appropriate).

If the staff member has been suspended or dismissed due to substantiated “relevant conduct” as defined in the ISA referral guidelines, a referral will be made to the ISA. “Suspension without prejudice” whilst investigations are carried out will not trigger a referral at that point. 

When the appropriate course of action has been completed, the case will be reviewed to see what lessons may be learnt, considering how the Centre moves on. E.g. whether policies and procedures need updating, whether staff, children, parents need more guidance and support either at that point or in the future, whether the staff, children and mangers involved need specific support.

The case will then be closed, but records relating to the abuse or suspected abuse will not be destroyed, but kept until the staff member concerned reaches normal retirement age, or for 10 years if longer.

Visitors or outings

Parents and carers are informed in advance of visitors scheduled to carry out activities with the children. If any adults other than the staff are on the premises this is recorded in the visitors book and children are informed. These visitors are never left alone with any of the children. 

Some activities take place outside our usual premises. A general consent form should be agreed when children register, to cover these activities. 

Any outings beyond the centre boundaries, or specialist activities/visitors brought in, are carefully planned with a risk assessment, and parents and carers are given reasonable notice and full information about the event. Individual signed permission forms are requested from parents and carers for outings beyond the local area.

Additional adult volunteers will be needed on outings to maintain the required adult to child ratios. Other adults may be used for specialist activities. If they have not been through the vetting procedures they will not be given sole charge of any children other than their own. 

Intruders

The centre staff will ensure that no unauthorized person can enter the premises when children are in attendance. The premises are secured by the use of appropriate locks and bolts on doors. Staff visually check visitor’s identity before unlocking doors. Visitors will be required to provide proof of identity and the purpose of their visit, and details will be entered in the visitor’s book. Those leaving the premises will similarly only be let out by a staff member, who will ensure that doors are re-secured.
When children are arriving there is always a member of staff at the door who will ensure that no-one unknown to them enters the hall. Any such person will be challenged as to their identity and reason for visiting. If they are accompanying a child who attends the group they are clearly in the trust of the parent, but will still be asked who they are.
In the unlikely event that an intruder gains access to the centre the staff will primarily concentrate on ensuring the safety and protection of the children. The person in charge will assess the situation and take appropriate action. An emergency evacuation procedure may be followed. If appropriate the leading practitioner or deputy will summon police assistance, and follow their advice. The incident will be recorded and may be reported to the police. The intruder policy will be reviewed each year with a risk assessment of access arrangements.

Internet access

The centre has Internet access. The Centre will have an internet domain and any information or photos used on that site will be strictly controlled and in accordance with parental permissions and data protection considerations. There are separate laptops for children’s and staff use. Staff will supervise children who wish to access the internet. Restrictions are in place on the children’s laptop that will only allow children to access trusted child friendly sites.
Mobile phone usage

Staff and any students on placement will leave their personal mobile phones either on the register table or in the kitchen, and will only take or make essential personal calls/messsages during the periods when they are on duty and children are present. Mobile phones may only be used in the main hall or kitchen, or in the story room if children are not using the room at that time. Mobile phones may not be used in the corridor or toilets area by staff, students, volunteers or parents/carers on rota duty, whilst children are present.

Camera Usage

Cameras and video are used in the centre by staff for the purposes of recording children’s activities and progress and to record the environment and staff. Parents are asked whether they give permission for such photographs/video to be taken of their children when they sign their child’s registration form, and their decision is followed. No other persons, whether students, volunteers, or parents etc. may take photos in the centre without the prior permission of the leading practitioner.
Policy 14 Child protection  revised Oct 20th 2010 

Page 1 of 4



