
Safeguarding and Welfare Requirement: Child Protection 
Providers must have and implement a policy, and procedures, to safeguard 

children. 
 

Safeguarding and Child Protection 
 

1.1 Children’s rights and entitlements 
 
 

Policy statement 
 

• We promote children’s right to be strong, resilient and listened to by creating 
an environment in our setting that encourages children to develop a positive 
self image, which includes their heritage arising from their colour and 
ethnicity, their language spoken at home, their religious beliefs, cultural 
traditions and home background. 

 
• We promote children’s right to be strong, resilient and listened to by 

encouraging children to develop a sense of autonomy and dependence. 
 

• We promote children’s right to be strong, resilient and listened to by enabling 
children to have the self-confidence and the vocabulary to resist 
inappropriate approaches. 

 
• We help children to establish and sustain satisfying relationships within their 

families, with peers, and with other adults. 
 

• We work with parents to build their understanding of, and commitment to, 
the principles of safeguarding all our children. 

 

EYFS key themes and commitments 
 

A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.2 Inclusive 
practice 
 

2.1 Respecting each 
other 

3.2 Supporting every 
child 

4.4 Personal, social 
and emotional 
development 

 

What it means to promote children’s rights and entitlements to be ‘strong, resilient 
and listened to’. 
 
To be strong means to be: 
▪ secure in their foremost attachment relationships, where they are loved and cared for by 

at least one person who is able to offer consistent, positive and unconditional regard and 
who can be relied on;  

▪ safe and valued as individuals in their families and in relationships beyond the family, 
such as day care or school;  

▪ self assured and form a positive sense of themselves – including all aspects of their 
identity and heritage; 

▪ included equally and belong in early years settings and in community life; 
▪ confident in abilities and proud of their achievements; 
▪ progressing optimally in all aspects of their development and learning; 



▪ part of a peer group in which to learn to negotiate, develop social skills and identity as 
global citizens, respecting the rights of others in a diverse world; and 

▪ able to represent themselves and participate in aspects of service delivery that affects 
them, as well as aspects of key decisions that affect their lives. 

 
To be resilient means to: 
▪ be sure of their self worth and dignity; 
▪ be able to be assertive and state their needs effectively; 
▪ be able to overcome difficulties and problems; 
▪ be positive in their outlook on life; 
▪ be able to cope with challenge and change; 
▪ have a sense of justice towards themselves and others; 
▪ develop a sense of responsibility towards themselves and others; and 
▪ be able to represent themselves and others in key decision making processes. 
 
To be listened to means: 
▪ adults who are close to children recognise their need and right to express and 

communicate their thoughts, feelings and ideas; 
▪ adults who are close to children are able to tune in to their verbal, sign and body 

language in order to understand and interpret what is being expressed and 
communicated; 

▪ adults who are close to children are able to respond appropriately and, when required, 
act upon their understanding of what children express and communicate; and 

▪ adults respect children’s rights and facilitate children’s participation and representation in 
imaginative and child centred ways in all aspects of core services. 

 

 
1.2   Safeguarding Children – Guidance and Information 

 
This policy has additional supporting information and guidance: 
Annex 1 – High risk and emerging safeguarding issues 
Annex 2 – Safeguarding issues relating to individual pupil need 
Annex 3 – Other safeguarding issues impacting pupils 
Annex 4 – Safeguarding processes 
Annex 5 – Community Partnership Information Form              
 
For Personal and Intimate Care see Policy 6.4 
 

(This policy should be read in conjunction with the preschool’s Policy 1.3 
Safeguarding Children - Child Protection Procedures and Staff Handbook 
including the Code of Conduct) 

 

Policy statement 
 
Acorns pre-school will work with children, parents and the community to ensure the rights 
and safety of children to give them the very best start in life.  Safeguarding determines the 

actions that we take to keep children safe and protect them from harm.  We understand that 
everyone in the group has a responsibility for Safeguarding issues.  This policy helps to 
 
• provide Staff with the framework to promote and safeguard the wellbeing of children 

and in doing so ensure they meet their statutory responsibilities.  
• ensure consistent good practice across the school. 



• demonstrate our commitment to protecting children.  
 
The actions that we take to prevent harm; to promote wellbeing; to create safe 
environments; to educate on rights, respect and responsibilities; to respond to specific 
issues and vulnerabilities all form part of the safeguarding responsibilities of the school.  
This policy underpins all our policies relating to the safety and protection of children, it links 
to other policies which will provide more information and greater detail for specific guidance 
and procedures.    
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Definitions 
 
Within this document: 
 
‘Safeguarding’ is defined in the Children Act 2004 as protecting from maltreatment; 
preventing impairment of health and development; ensuring that children grow up 
with the provision of safe and effective care; and work in a way that gives the best life 
chances and transition to adult hood. Our safeguarding practice applies to every child.  
 
The term Staff applies to all those working for or on behalf of the school, full time or 
part time, in either a paid or voluntary capacity. This also includes parents/carers and 
Directors. 
 
Child refers to all young people who have not yet reached their 18 birthday. On the 
whole, this will apply to pupils of preschool; however the policy will extend to visiting 
children and students from other establishments 
 
Parent refers to birth parents and other adults in a parenting role for example 
adoptive parents, guardians, step parents and foster carers. 
 

The designated safeguarding lead for the preschool is:  Heather Page 
 

The deputy safeguarding lead is:  Karen Heaton 
 
Principles and Values 
We understand that everyone in the group has a responsibility for safeguarding issues.   
 
Although the Designated Safeguarding Lead (DSL) and their deputy take a lead, all 
staff have responsibility in all of the areas covered within this policy.  We recognize 
Health and Safety is a specific area of safeguarding and a separate lead for this area is 
in place. 



 
Safeguarding processes and procedures are intended to put in place measures that 
minimise harm to children. Situations may occur which highlight gaps or deficiencies in 
the policies and processes, once these are identified and we will review our policy and 
procedures to ensure our safeguarding policy, practice and culture is robust.   
 
We encourage children to talk to any member of staff, to share concerns or talk about 
situations which are giving them worries. Our staff will listen to the pupil, take their 
worries seriously and share the information with the safeguarding lead. 
 

This policy is based on the Model Safeguarding Policy, Procedure and 
Guidance published September 2018 (to be reviewed September 2019) 

https://www.hants.gov.uk/educationandlearning/safeguardingchildren/proced
ures 

 

 

1.3 Safeguarding Children - Child Protection Procedures  
(Including managing allegations of abuse against a member of staff) 
 
This policy includes: 

• Key commitment 1 – Roles and Responsibilities 
• Key commitment 2 – Child Protection Procedures 
• Key commitment 3 – Training and Support 

 
This policy has additional supporting information and guidance: 

• Annex 1 – Safeguarding and Child Protection Roles and Responsibilities 
• Annex 2 – Overview of Safeguarding and Child Protection Procedures 
• Annex 3 - Flowchart for child protection procedures 
• Annex 4 - Child Protection Concerns Form 
• Annex 5 - Safeguarding Recording Form 
• Annex 6 – Skin Map  
• Annex 7 - Dealing with disclosures including the Seven Rs 
• Annex 8 – Allegations against Adults who work with Children 
• Annex 9 – Briefing Sheet for Bank Staff and Volunteers 
• Annex 10 - What is child abuse?  

• Annex 11 - Brook sexual behaviours traffic light tool 
 
(This policy should be read in conjunction with the preschool’s Policy 1.2 
Safeguarding Children – Guidance and Information and Staff Handbook 
including the Code of Conduct) 

Policy statement 

Acorns pre-preschool will work with children, parents and the community to ensure the 
rights and safety of children to give them the very best start in life.  Everyone in the group 
has a responsibility for child protection issues.   
 
We provide Staff with the framework to promote and safeguard the wellbeing of children 
and in so doing ensure they meet their statutory responsibilities.  We demonstrate our 



commitment to protecting children by ensuring consistent good practice across the 
preschool. 
 

• We recognise our moral and statutory responsibility to safeguard and promote the 
welfare of all children.  

• We make every effort to provide a safe and welcoming environment underpinned by 
a culture of openness where both children and adults feel secure, able to talk and 
believe that they are being listened to.  

• We maintain an attitude of “it could happen here” where safeguarding is concerned. 
 

• The purpose of this policy is to provide staff, volunteers and governors with the 
framework they need in order to keep children safe and secure in our pre-preschool 
and to inform parents and guardians how we will safeguard their children whilst they 
are in our care.  

• Specific guidance is available to staff within the procedure documents 
 

We use Gov.UK Safeguarding Children for supporting information and guidance to 
bolster and implement this policy. 
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If you think a child is at immediate risk of significant harm phone 

Hampshire Children's Services: 0300 555 1384   - Out of hours 0300 555 1373 
Or Police – 101 (999 if an emergency 

 
Children Social Care Professional Helpline  - Tel:  01329 225379 

 
Definitions 
Within this document: 
 
Child Protection is an aspect of safeguarding, but is focused on how we respond to children who 
have been significantly harmed or are at risk of significant harm.  
 
The term Staff applies to all those working for or on behalf of the school, full time or part time, in 
either a paid or voluntary capacity. This also includes parents and directors. 
 
Child refers to all young people who have not yet reached their 18 birthday. On the whole, this will 
apply to pupils of our school; however the policy will extend to visiting children and students from 
other establishments 
 
Parent refers to birth parents and other adults in a parenting role for example adoptive parents, 
step parents, guardians and foster carers. 
 



Abuse could mean neglect, physical, emotional or sexual abuse or any combination of these. 
Parents, carers and other people can harm children either by direct acts and / or failure to provide 
proper care.  Explanations of these are given within the procedure document.  
 
Principles and Values 
• Children have a right to feel secure and cannot learn effectively unless they do so.  
• All children regardless of age, gender, race, ability, sexuality, religion, culture or language have 

a right to be protected from harm. 
• All staff have a key role in prevention of harm and an equal responsibility to act on any 

suspicion or disclosure that may indicate a child is at risk of harm, either in prepreschool or in 
the community, taking into accunt contextual safeguarding, in accordance with the guidance. 

• We acknowledge that working in partnership with other agencies protects children and reduces 
risk and so we will engage in partnership working throughout the child protection process to 
safeguard children.  

• Whilst the prepreschool will work openly with parents as far as possible, the prepreschool 
reserves the right to contact Children’s Social Care or the police, without notifying parents if this 
is believed to be in the child’s best interests. 

 

Procedures 
We carry out the following procedures to ensure we meet three key commitments, 
which we use to guide us when responding to child protection concerns. 
 

Key commitment 1 – Roles and Responsibilities 
  
Our pre-preschool is committed to building a ‘culture of safety’ in which children are 
protected from abuse and harm in all areas of our service delivery. 
 
We recognise that staff anxiety around child protection can undermine good practice and so 
have established clear lines of accountability, training and advice to support the process and 
individual staff within that process.  
 
Any individual can contact the Designated Safeguarding Lead (DSL) if they have concerns about a 
young person. 
 
Our Designated Safeguarding Lead (a member of senior management) who co-ordinates 
child protection issues is; 

Heather Page – Designated Safeguarding Lead (DSL) 

 

When the setting is open, but the designated person is not on site a suitably trained deputy 

is available at all times for staff to discuss safeguarding concerns, our deputy is; 

Karen Heaton - Designated Safeguarding Lead Deputy (Deputy DSL) 

 

Our designated coordinator (manager) who oversees this work is; 

Liz Gaida – Manager, supported by Jennifer Lampard – First Director 

 
▪ The designated person, the suitably trained deputy and the designated officer ensure 

they have relevant links with statutory and voluntary organisations with regard to 
safeguarding. 



▪ The designated person (and the person who deputises for them) understands LSCB 
safeguarding procedures, attends relevant LSCB training at least every two years and 
refreshes their knowledge of safeguarding at least annually. 

▪ We ensure all staff are trained to understand our safeguarding policies and 

procedures and that parents are made aware of them too. 

▪ All staff understand that safeguarding is their responsibility. 

▪ All staff have an up-to-date knowledge of safeguarding issues, are alert to potential 
indicators and signs of abuse and neglect and understand their professional duty to 
ensure safeguarding and child protection concerns are reported to the local authority 
children’s social care team or the NSPCC. They receive updates on safeguarding at 
least annually. 

▪ All staff are confident to ask questions in relation to any safeguarding concerns and 
know not to just take things at face value but can be respectfully sceptical. 

▪ All staff understand the principles of early help (as defined in Working Together to 
Safeguard Children, 2018) and are able to identify those children and families who 
may be in need of early help and enable them to access it. 

▪ All staff understand the thresholds of significant harm and understand how to access 
services for families, including for those families who are below the threshold for 
significant harm, according to arrangements published by the LSCB or safeguarding 
partners in areas where the safeguarding partners have replaced the LSCB. 

▪ All staff understand their responsibilities under the General Data Protection 
Regulation and the Data Protection Act 2018, and understand relevant safeguarding 
legislation, statutory requirements and local safeguarding partner requirements and 
ensure that any information they may share about parents and their children with 
other agencies is shared appropriately and lawfully. 

▪ We will support families to receive appropriate early help by sharing information with 
other agencies in accordance with statutory requirements and legislation. 

▪ We will share information lawfully with safeguarding partners and other agencies 
where there are safeguarding concerns. 

▪ We will be transparent about how we lawfully process data. 

▪ All staff understand how to escalate their concerns in the event that they feel either 
the local authority and/or their own organisation has not acted adequately to 
safeguard and know how to follow local safeguarding procedures to resolve 
professional disputes between staff and organisations. 

▪ All staff understand what the organisation expects of them in terms of their required 
behaviour and conduct, and follow our policies and procedures on positive behaviour, 
online safety (including use of cameras and mobile phones), whistleblowing and 
dignity at work. 

▪ Children have a key person to build a relationship with, and are supported to 
articulate any worries, concerns or complaints that they may have in an age 
appropriate way. 

▪ All staff understand our policy on promoting positive behaviour and follow it in 
relation to children showing aggression towards other children. 

▪ Adequate and appropriate staffing resources are provided to meet the needs of 
children. 

▪ Applicants for posts within the setting are clearly informed that the positions are 
exempt from the Rehabilitation of Offenders Act 1974. 



▪ Enhanced criminal records and barred lists checks and other suitability checks are 
carried out for staff and volunteers prior to their post being confirmed, to ensure that 
no disqualified person or unsuitable person works at the setting or has access to the 
children. 

▪ Where applications are rejected based on information disclosed, applicants have the 
right to know and to challenge incorrect information. 

▪ Enhanced criminal records and barred lists checks are carried out on anyone living or 
working on the premises. 

▪ Volunteers must: 

- be aged 17 or over; 

- be considered competent and responsible; 

- receive a robust induction and regular supervisory meetings; 

- be familiar with all the settings policies and procedures; 

- be fully checked for suitability if they are to have unsupervised access to the 
children at any time. 

▪ Information is recorded about staff qualifications, and the identity checks and vetting 
processes that have been completed including: 

- the criminal records disclosure reference number; 

- certificate of good conduct or equivalent where a UK DBS check is not 
appropriate; 

- the date the disclosure was obtained; and 

- details of who obtained it. 

▪ All staff and volunteers are informed that they are expected to disclose any convictions, 
cautions, court orders or reprimands and warnings which may affect their suitability to 
work with children (whether received before or during their employment with us). 

▪ From 31 August 2018, staff and volunteers in childcare settings that are not based on 
domestic premises are not required to notify their line manager if anyone in their 
household (including family members, lodgers, partners etc.) has any relevant 
convictions, cautions, court orders, reprimands or warnings or has been barred from, or 
had registration refused or cancelled in relation to any childcare provision or have had 
orders made in relation to care of their children. For childminders and childcare provided 
from domestic settings they will be required to notify if anyone in their household has any 
relevant convictions, court orders or reprimands or had registration refused or cancelled 
in relation to childcare provision or have had certain Orders made in relation to the care 
of their children in accordance with the Childcare Disqualification and Childcare 
Regulations 2018, and Disqualification under the Childcare Act guidance effective from 
31 August 2018. 

▪ Staff receive regular supervision, which includes discussion of any safeguarding issues, 
and their performance and learning needs are reviewed regularly. 

▪ In addition to induction and supervision, staff are provided with clear expectations in 
relation to their behaviour [outlined in the employee handbook]. 

▪ We notify the Disclosure and Barring Service of any person who is dismissed from our 
employment or resigns in circumstances that would otherwise have led to dismissal for 
reasons of a child protection concern. 

▪ Procedures are in place to record the details of visitors to the setting. 



▪ Security steps are taken to ensure that we have control over who comes into the setting 
so that no unauthorised person has unsupervised access to the children. 

▪ Steps are taken to ensure children are not photographed or filmed on video for any 
other purpose than to record their development or their participation in events organised 
by us. Parents sign a consent form and have access to records holding visual images of 
their child Any images of children are held securely and in a locked filing cabinet when 
not in use. Staff do not use personal cameras or filming equipment to record images. 

▪ Personal mobile phones are not used where children are present. 

▪ The designated person in the setting has responsibility for ensuring that there is an 
adequate online safety policy in place. 

▪ We keep a written record of all complaints and concerns including details of how they 
were responded to. 

▪ We ensure that robust risk assessments are completed, that they are seen and signed by 
all relevant staff and that they are regularly reviewed and updated, in line with our 
health and safety policy. 

▪ The designated officer will support the designated person to undertake their role 
adequately and offer advice, guidance, supervision and support. 

▪ The designated person will inform the designated officer at the first opportunity of every 
significant safeguarding concern, however this should not delay any referrals being 
made to children’s social care, or where appropriate, the LADO, Ofsted or RIDDOR. 

Key commitment 2 – Child Protection Procedures 

Our pre-preschool is committed to responding promptly and appropriately to all incidents, 
allergations or concerns of abuse that may occur and to work with statutory agencies in 
accordance with the procedures that set down in ‘What to do if you’re worried a child is 
being abused’ abused' (HMG, 2015) and the Care Act 2014. If a child comes into the setting 
with an obvious new injury or bruise we have a discussion with the parents/carers about it 
and record it in our Existing Injuries Log and Review Book which the parents sign, this is 
reviewed on a regular basis by Our Lead Practitioner:  Safeguarding, however we 
understand that children injure and bruises themselves during play and that it is a part of 
growing up.   
The prime concern at all stages must be the interests and safety of the child.  Where there 
is a conflict of interest between the child and an adult, the interests of the child must be 
paramount. 
All staff are aware of the guiding principles, the seven R’s; 

• Receive 
• Reassure 
• Respond 
• Report 
• Record 

• Remember 
• Review 

this is the framework which underpins our approach to Child Protection procedures.  For full 
guidance see Annex 7. 

 
Responding to suspicions of abuse 
 

• We acknowledge that abuse of children can take different forms – physical, 
emotional, sexual, as well as neglect.  



• We ensure that all staff have an understanding of the additional vulnerabilities that 
arise from special educational needs and/or disabilities, plus inequalities of race, 
gender, language, religion, sexual orientation or culture, and that these receive full 
consideration in relation to child, young person or vulnerable adult protection. 

• When children are suffering from physical, sexual or emotional abuse, or may be 
experiencing neglect, this may be demonstrated through 

- significant changes in their behaviour; 
- deterioration in their general well-being; 
- their comments which may give cause for concern, or the things they say 

(direct or indirect disclosure); 
- changes in their appearance, their behaviour, or their play; 
- unexplained bruising, marks or signs of possible abuse or neglect; and 
- any reason to suspect neglect or abuse outside the setting 
- non attendience of prepreschool including; 

▪ repeat absence 
▪ unexplained absence 
sudden withdrawal from setting  

▪ We understand how to identify children who may be in need of early help, how to 
access services for them 

▪ We understand that we should refer a child who meets the s17 Children Act 1989 
child in need definition to local authority children’s social work services 

▪ We understand that we should refer any child who may be at risk of significant harm 
to local authority children’s social work services. 

• We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol 
problems and consider other factors affecting parental capacity and risk, such as 
social exclusion, domestic violence, radicalisation, mental or physical illness and 
parent’s learning disability. 

• We are aware that children’s vulnerability is potentially increased when they are 
privately fostered and when we know that a child is being cared for under a private 
fostering arrangement, we inform our local authority children’s social care team. 

• We are prepared to take action if we have concerns about the welfare of a child who 
fails to arrive at a session when expected. The designated person will take immediate 
action to contact the child’s parent to seek an explanation for the child’s absence and 
be assured that the child is safe and well. If no contact is made with the child’s 
parents and the designated person has reason to believe that the child is at risk of 
significant harm, the relevant professionals are contacted immediately and LSCB 
procedures are followed. If the child has current involvement with social care the 
social worker is notified on the day of the unexplained absence.  

• We are aware of other factors that affect children’s vulnerability that may affect, or 
may have affected, children and young people using our provision, such as abuse of 
children who have special educational needs and/or disabilities; fabricated or induced 
illness; child abuse linked to beliefs in spirit possession; sexual exploitation of 
children, including through internet abuse; Female Genital Mutilation and 
radicalisation or extremism. 

• In relation to radicalisation and extremism, we follow the Prevent Duty guidance for 
England and Wales published by the Home Office and LSCB procedures on 
responding to radicalisation. 

• The designated person completes online Channel training, online Prevent training 
and attends local WRAP training where available to ensure they are familiar with the 
local protocol and procedures for responding to concerns about radicalisation. 



• [We are/I am] aware of the mandatory duty that applies to teachers, and health 
workers to report cases of Female Genital Mutilation to the police. We are also 
aware that early years practitioners should follow local authority published 
safeguarding procedures to respond to FGM and other safeguarding issues, which 
involves contacting police if a crime of FGM has been or may be about to be 
committed. 

• We also make ourselves aware that some children and young people are affected by 
gang activity, by complex, multiple or organised abuse, through forced marriage or 
honour based violence or may be victims of child trafficking. While this may be less 
likely to affect young children in our care, we may become aware of any of these 
factors affecting older children and young people who we may come into contact 
with. 

• If we become concerned that a child may be a victim of modern slavery or human 
trafficking we will refer to the National Referral Mechanism, as soon as possible and 
refer and/or seek advice to the local authority children’s social work service and/or 
police. 

• We will be alert to the threats children may face from outside their families, such as 
that posed by organised crime groups such as county lines and child sexual 
exploitation, online use and from within peer groups and the wider community. 

• Where [we/I] believe that a child in our care or that is known to us may be affected 
by any of these factors [we/I] follow the procedures below for reporting child 
protection and child in need concerns and follow the LSCB procedures, or when 
they come into force replacing the LSCB, we will follow the local procedures as 
published by the local safeguarding partners. 

• Where such indicators are is apparent, the child's key person makes a dated record 
of the details of the concern and discusses what to do with the member of staff who 
is acting as the designated person. The information is stored on the child's personal 
file.  

• In the event that a staff member or volunteer is unhappy with the decision made of 
the designated person in relation to whether to make a safeguarding referral they 
must follow escalation procedures. 

• [We/I] refer concerns about children’s welfare to the local authority children’s social 
care team and co-operate fully in any subsequent investigation. NB In some cases 
this may mean the police or another agency identified by the Local Safeguarding 
Children Board (or the local safeguarding partners when their published 
safeguarding arrangements take over from the LSCB).  

• [We/I] respond to any disclosures sensitively and appropriately and take care not to 
influence the outcome either through the way [we/I] speak to children or by asking 
questions of children (although we may check out/clarify the details of what we think 
they have told us with them). 

• We take account of the need to protect young people aged 16-19 as defined by the 
Children Act 1989. This may include students or preschool children on work 
placement, young employees or young parents. Where abuse or neglect is suspected 
we follow the procedure for reporting any other child protection concerns. The views 
of the young person will always be taken into account in an age appropriate way, but 
the setting may override the young person’s refusal to consent to share information 
if it feels that it is necessary to prevent a crime from being committed or intervene 
where one may have been, or to prevent harm to a child or adult. Sharing 
confidential information without consent is done only where not sharing it could be 
worse than the outcome of having shared it. 

• All staff are also aware that adults can also be vulnerable and know how to refer 
adults who are in need of community care services. 



• All staff know that they can contact the NSPCC whistleblowing helpline if they feel 
that or organisation and the local authority have not taken appropriate action to 
safeguard a child and this has not been addressed satisfactorily through 
organisational escalation and professional challenge procedures. 

• We have a whistleblowing policy in place. 

• Staff/volunteers know they can contact the organisation Public Concern at Work for 
advice relating to whistleblowing dilemmas; if they feel that the organisation has not 
acted adequately in relation to safeguarding they can contact the NSPCC 
whistleblowing helpline. 

Recording suspicions of abuse and disclosures 

The recording forms necessary are Annexes to this policy: 

- Annex 4 - Child Protection Concerns Form 
- Annex 5 - Safeguarding Recording Form 
- Annex 6 – Skin Map 

• Where a child makes comments to a member of staff that gives cause for concern 
(disclosure), or a member of staff observes signs or signals that gives cause for 
concern, such as significant changes in behaviour; deterioration in general well-
being; unexplained bruising, marks or signs of possible abuse or neglect that 
member of staff: 

 
o listens to the child, offers reassurance to the child and gives assurance that she 

or he will take action;  
o does not question the child, although it is OK to ask questions for the purposes of 

clarification; 
o make an accurate written record that forms an objective record of the observation 

or disclosure that includes;  

o the date and time of the observation or disclosure; 

o the exact words spoken by the child, as far as possible;  

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

o and the names of any other person present at the time.   

o These records are signed and dated and kept in the child’s personal file which is kept 
securely and confidentially.  

o The member of staff acting as the designated person is informed of the issue at the 

earliest opportunity, and always within one working day. 

• Where the Local Safeguarding Children Board or local safeguarding partners 
procedures  stipulates the process for recording and sharing concerns, we include 
those procedures alongside this procedure and follow the steps set down by the 
Local Safeguarding Children Board. 

 
Making a referral to the local authority social care team 
▪ The Pre-preschool Learning Alliance's publication Safeguarding Children contains 

procedures to help in making a referral to the local children's social care team, as well as 

template forms for recording concerns and  to assist with making a referral.  



▪ [We/I] keep a copy of this document alongside the procedures for recording and 

reporting set down by our Local Safeguarding Children Board, which [we/I] follow where 

local procedures differ from those of the Pre-preschool Learning Alliance. 

 
N.B. The exception to this process will be in those cases of known FGM where there is a 
mandatory requirement for the pre-preschool to report directly to the police.  
 
Escalation process 
▪ If [I/we] feel that a referral made has not been dealt with properly or that concerns are 

not being addressed or responded to, we will follow the LSCB escalation process. 
▪ We will ensure that staff are aware of how to escalate concerns. 
▪ We will follow local procedures published by the LSCB or safeguarding partners to 

resolve professional disputes. 
 

Informing parents 

• Parents are normally the first point of contact. Concerns are normally discussed with 
parents to gain their view of events, unless it is felt that this may put the child or 
other person at risk, or may interfere with the course of a police investigation, or 
may unduly delay the referral, or unless it is otherwise unreasonable to seek 
consent. Advice will be sought from social care, or in some circumstances police, 
where necessary. 

• We inform parents when we make a record of concerns in their child’s file and that 
we also make a note of any discussion we have with them regarding a concern. 

• If a suspicion of abuse warrants referral to social care, parents are informed at the 
same time that the referral will be made, except where the procedures of the Local 
Safeguarding Children Board  (LSCB)/ /Local Safeguarding Partners does not allow 
this if there are situations where this may not be possible or appropriate, for example, 
where it is believed that the child may be placed in greater danger.    
 

• This will usually be in the case where the parent is the likely abuser or where sexual 

abuse may have occurred. 

• If there is a possibility that advising a parent beforehand may place a child at greater 
risk (or interfere with a police response) the designated person should consider 
seeking advice from children’s social care, about whether or not to advise parents 
beforehand, and should record and follow the advice given. 

 
Liaison with other agencies and multi-agency working 

• We work within the Local Safeguarding Children Board (LSCB) /Local Safeguarding 

Partners guidelines. 

• We have a copy of ‘What to do if you are worried a child is being abused’ available 
for parents and staff, and ensure all staff are familiar with what they need to do if 
they have concerns.  

• We have procedures for contacting the local authority on child protection issues and 
concerns about children’s welfare, including maintaining a list of names, addresses 
and telephone numbers of social workers, to ensure that it is easy, in any 
emergency, for the pre-preschool and children’s social services to work well together. 

• We notify the registration authority (Ofsted) of any incident or accident, and any 
changes in our arrangements which may affect the wellbeing of children or where an 



allegation of abuse is made against a member of staff (whether the allegations relate 
to harm or abuse committed on our premises or elsewhere). Notifications to Ofsted 
are made as soon as is reasonably practicable, but at the latest within 14 days of the 
allegations being made. 

• Contact details for the local National Society for the Prevention of Cruelty to Children 
(NSPCC) contacts are also kept. 

Allegations against staff and persons in position of trust 
• We ensure that all parents know how to complain about the behaviour or actions of 

staff or volunteers within the setting, or anyone living or working on the premises 
occupied by the setting, which may include an allegation of abuse. 

• We ensure that all staff volunteers and anyone else working in the setting knows 
how to raise concerns that they may have about the conduct or behaviour of other 
people including staff/colleagues. 

• We differentiate between allegations, and concerns about the quality of care or 
practice and complaints and have a separate process for responding to complaints. 

• We respond to any inappropriate behaviour displayed by members of staff, volunteer 
or any other person living or working on the premises, which includes: 

o inappropriate sexual comments; 
o excessive one-to-one attention beyond the requirements of their usual role 

and responsibilities, or inappropriate sharing of images 
• We will recognise and respond  to allegations that a person who works with children 

has: 
o behaved in a way that has harmed a child, or may have harmed a child 
o possibly committed a criminal offence against or related to a child 
o behaved towards a child or children in a way that indicates they may pose a 

risk of harm to children 
• We respond to any concerns raised by staff and volunteers who know how to 

escalate their concerns if they are not satisfied with our response 
• We respond to any disclosure by children or staff that abuse by a member of staff or 

volunteer within the setting, or anyone living or working on the premises occupied by 
the setting, may have taken, or is taking place, by first recording the details of any 
such alleged incident. 

• We refer any such complaint immediately to a senior manager within the 
organisation and the Local Authority Designated Officer (LADO) as necessary to 
investigate and/or offer advice:  Full contact details are at the end of this policy. 

• We also report any such alleged incident to Ofsted (unless advised by LADO that this 
is unnecessary due to the incident not meeting the threshold), as well as what 
measures we have taken. We aware that it is an offence not to do this. 

• We co-operate entirely with any investigation carried out by children’s social care in 
conjunction with the police. 

• Where the management team and children’s social care agree it is appropriate in the 
circumstances, the member of staff or volunteer will be suspended for the duration 
of the investigation. This is not an indication of admission that the alleged incident 
has taken place, but is to protect the staff, as well as children and families, 
throughout the process. Where it is appropriate and practical and agreed with LADO, 
we will seek to offer an alternative to suspension for the duration of the 
investigation, if an alternative is available that will safeguard children and not place 
the affected staff or volunteer at risk. 

 
• See Flowchart for procedure. (policies/flowchart/allegations/Jan 2013) 

 



Disciplinary Action 
 
Where a member of staff or volunteer has been dismissed due to engaging in activities that 
caused concern for the safeguarding of children or vulnerable adults, we will notify the 
Disclosure and Barring Service of relevant information, so that individuals who pose a threat 
to children and vulnerable groups can be identified and barred from working with these 
groups. 
 

Allegations against other children or learners   

We acknowledge that abuse of children can take different forms and can be instigated by 
different age groups.    

When a concern is raised, it will be dealt with confidentially and on an individual basis. We 
would follow the same procedures outlined in this policy and will work with relevant 
agencies including the learner’s educational provider where appropriate. 

 

 

Key commitment 3 – Training and Support 
 
Our pre-preschool is committed to promoting awareness of child abuse issues throughout 
our training and learning programmes for adults. We are also committed to empowering 
children, through our early childhood curriculum, promoting their right to be strong, resilient 
and listened to. 
 
Training 

• Training opportunities are sought for all adults involved in the setting to ensure that 
they are able to recognise the signs and signals of possible physical abuse, emotional 
abuse, sexual abuse (including child sexual exploitation) and neglect and that they 
are aware of the local authority guidelines for making referrals. Training 
opportunities should also cover extra familial threats such as online risks, 
radicalisation and grooming, and how to identify and respond to families who may be 
in need of early help, and organisational safeguarding procedures. 

• Designated persons receive appropriate training, as recommended by the Local 
Safeguarding Children Board, every two years and refresh their knowledge and skills 
at least annually.  

• We ensure that all staff know the procedures for reporting and recording any 
concerns they may have about the provision. 

• We ensure that all staff receive updates on safeguarding via emails, newsletters, 
online training and/or discussion at staff meetings at least once a year. 
 

Planning  

▪ The layout of the rooms allows for constant supervision. No child is left alone with staff 

or volunteers in a one to one situation without being within sight and/or hearing of other 

staff or volunteers. 

 
Curriculum 



• We introduce key elements of keeping children safe into our programme to promote 
the personal, social and emotional development of all children, so that they may 
grow to be strong, resilient and listened to and that they develop understanding of 
why and how to keep safe.  

• We create within the pre-preschool a culture of value and respect for individual, 
having positive regard for children’s heritage arising from their colour, ethnicity, 
languages spoken at home, cultural and social background. 

• We ensure that this is carried out in a way that is developmentally appropriate for 
the children. 

Confidentiality 

• All suspicions and investigations are kept confidential and shared only with those 
who need to know. Any information is shared under the guidance of the Local 
Safeguarding Children Board/Local Safeguarding Partners and in line with the GDPR, 
Data Protection Act 2018, and Working Together 2018. 

 

Support to families 

• We believe in building trusting and supportive relationships with families, staff and 
volunteers in the group. 

• We make clear to parents our role and responsibilities in relation to child protection, 
such as for the reporting of concerns, information sharing, monitoring of the child, 
and liaising at all times with the local children’s social care team.  

• We continue to welcome the child and the family whilst investigations are being 
made in relation to any alleged abuse. 

• We follow the Child Protection Plan as set out by the child’s social care worker in 
relation to the pre-school’s designated role and tasks in supporting the child and the 
family, subsequent to any investigation. 

• We will engage with any child in need plan or early help plan as agreed. 
• Confidential records kept on a child are shared with the child’s parents, or those who 

have parental responsibility for the child in accordance with the Confidentiality and 
Client Access to Records procedure and only if appropriate under the guidance of the 
Local Safeguarding Children Board (LSCB). 

 
This policy is based on PLA Safeguarding children, young people and vulnerable 
adults policy.  Definitions and Annexes are based on Hampshire County Model 

Child Protection Procedure and Guidance – June 2018. 
 
Full Contact Details for Outside Agencies 

Ofsted - Ofsted, Piccadilly Gate, Store Street, Manchester M1 2WD 
enquiries@ofsted.gov.uk 

Tel:  0300 123 1231 

 
Local Authority Designated Officer (LADO) – Mark Blackwell/ Barbara Piddington – 
01962 876 364 / 01962847005 / 07739050532 
www3.hants.gov.uk/children-services/contact-cs/childrens-services-allegations.htm  
 
LADO Notification/Referral Form for Allegations or Concerns about a person working 
with children can be found  

mailto:enquiries@ofsted.gov.uk


http://www3.hants.gov.uk/childrens-services/childcare/providers/safeguarding-
earlyyears.htm 

Childrens Social Care (Hants Direct) part of HSCB 
 
If you think a child is at immediate risk of significant harm phone  

Hampshire Children's Services: 0300 555 1384   - Out of hours 0300 555 1373 
Or Police – 101 (999 if an emergency 
 
Children Social Care Professional Helpline – Children’s Reception Team (CRT)  - Tel:  01329 225379 

Local Safeguarding Children Board (LSCB) is Hampshire Safeguarding Children Board 
(HSCB) 
For general enquiries please phone: 01962 876230 or email: hscb@hants.gov.uk 
NSPCC 
Tel – 0800 800 5000 
Txt – 88858 
E-mail – help@nspcc.org.uk 
Online – nspcc.org.uk/report concern 

 
 

1.4   Prevent Duty and British Values- Safeguarding children and 
child protection   

 

Policy statement 

 
Acorns pre-school is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment.  We actively promote inclusion, equality of 
opportunity, the valuing of diversity and British values.  

 
Acorns pre-school will work with children, parents and the community to ensure the rights and safety of 

children to give them the very best start in life.  Everyone in the group has a responsibility for child protection 
issues. 

 

The Prevent Duty is the duty in the Counter-Terrorism and Security Act 2015 on specified authorities, in the 
exercise of their functions, to have due regard to the need to prevent people from being drawn into terrorism.  

• Radicalisation is defined as the act or process of making a person more radical or favouring extreme 

or fundamental changes in political, economic or social conditions, insinuations or habits of the mind.  

• Extremism is defined as the holding of extreme political or religious views.  

EYFS key themes and commitments 

A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.3 Keeping safe 2.1 Respecting each 
other 
2.2 Parents as partners 

3.4 The wider 
context 

4.4 Personal, social and 
emotional development 

 
Procedures 

It is important to be constantly vigilant and remain fully informed about the issues which affect the local area, 
city and society. Staff are reminded to suspend any ‘professional disbelief’ that instances of radicalisation 

‘could not happen here’ and to be ‘professionally inquisitive’ where concerns arise, following the appropriate 
procedures for recording and passing on information.  

mailto:hscb@hants.gov.uk
mailto:help@nspcc.org.uk


Acorns have the responsibility to meet the following  

• Provide staff with sufficient training to be fully aware of the threats, risks and vulnerabilities that are 

linked to radicalisation and be aware of the process of radicalisation and how this might be identified 

early  

• Staff will be alert to changes in children’s behaviour which could indicate that they may be in need of 

help or protection (children at risk of radicalisation may display different signs or seek to hide their 

views). The key person approach means we already know our key children well and so we will notice 

any changes in behaviour, demeanour or personality quickly.  

• Be alert to any safeguarding and child protection issues in the child’s life at home or elsewhere 

(paragraph 3.4 EYFS)  

• Take action to protect children from harm and be alert to harmful behaviour by other adults in the 

child’s life  

• Be aware of how settings can provide support to help families and children to be resilient and able to 

resist involvement in radical or extreme activities  

• We will be aware of the online risk of radicalisation through the use of social media and the internet  

• Understand when to make referrals and where to get additional advice and support  

• Work in partnership with our LSCB and Hampshire County Council Children’s Services for guidance 

and support  

• Support children’s personal, social and emotional development by helping children develop a positive 

sense of themselves, and others; to form positive relationships and develop respect for others; to 

develop social skills and learn how to manage their feelings; to understand appropriate behaviour in 

groups; and to have confidence in their own abilities  

• Ensure children learn right from wrong, interact and share with other children and value other’s views, 

know about similarities and differences between themselves and others, and challenge negative 

attitudes and stereotypes (in an age appropriate way)  

 

Under the Equality Act 2010, which underpins standards of behaviour and incorporates both British and 
universal values, we have a legal obligation not to directly or indirectly discriminate against, harass or 
victimise those with protected characteristics.  
 
We make reasonable adjustments to procedures, criteria and practices to ensure that those with 
protected characteristics are not at a substantial disadvantage. We are in receipt of public funding we 
also have a public sector equality duty to: 

  

• Eliminate unlawful discrimination, harassment or victimisation  

• Advance equality of opportunity between people who share a protected characteristic, and those who 

do not  

• Foster good relations between people who share a protected characteristic, and those who do not 

• Publish information to show compliance with the duty. 

Social and emotional development is shaped by early experiences and relationships and incorporates 
elements of equality and British and universal values. The Early Years Foundation Stage (EYFS) 
supports children’s earliest skills so that they can become social citizens in an age-appropriate way, that 
is, so that they are able to listen and attend to instructions; know the difference between right and wrong; 
recognise similarities and differences between themselves and others; make and maintain friendships; 
develop empathy and consideration of other people; take turns in play and conversation; avoid risk and 
take notice of rules and boundaries; learn not to hurt/upset other people with words and actions; 
understand the consequences of hurtful/discriminatory behaviour. 

 

British Values 
 
The fundamental British values of democracy, rule of law, individual liberty, mutual respect and 
tolerance for those with different faiths and beliefs are already implicitly embedded in the 2014 
EYFS and are further clarified below, based on the Fundamental British Values in the Early 
Years guidance (Foundation Years 2015): 



 
Democracy: making decisions together 

As part of the focus on self-confidence and self-awareness as cited in Personal, Social and Emotional 
Development:  

• Managers and staff can encourage children to see their role in the bigger picture, encouraging 

children to know their views count, value others’ views and values and talk about their feelings, for 

example when they do or do not need help. When appropriate demonstrate democracy in action, for 

example, children sharing views on what the theme of their role play area could be with a show of 

hands.  

• Staff can support the decisions that children make and provide activities that involve turn-taking, 

sharing and collaboration.  

• Children should be given opportunities to develop enquiring minds in an atmosphere where questions 

are valued.  

Rule of law: understanding rules matter as cited in Personal Social and Emotional development.  
As part of the focus on managing feelings and behaviour:  

• Staff ensure children understand their own and others’ behaviour and its consequences, and learn to 

distinguish right from wrong.  

• Staff collaborate with children to create the rules and the codes of behaviour, for example, to agree 

the rules about tidying up and ensure that all children understand rules apply to everyone.  

Individual liberty: freedom for all  

As part of the focus on self-confidence & self-awareness and people & communities as cited in Personal Social 

and Emotional Development and Understanding the World: 

• Children should develop a positive sense of themselves. Staff provide opportunities for children to 

develop their self-knowledge, self-esteem and increase their confidence in their own abilities, for 

example through allowing children to take risks on an obstacle course, mixing colours, talking about 

their experiences and learning. 

• Staff should encourage a range of experiences that allow children to explore the language of feelings 

and responsibility, reflect on their differences and understand we are free to have different opinions, 

for example in a small group discuss what they feel about transferring into Reception class. 

Mutual respect and tolerance: treat others as you want to be treated  
As part of the focus on people & communities, managing feelings & behaviour and making relationships as 

cited in Personal Social and Emotional Development and Understanding the World:  

• Managers and leaders should create an ethos of inclusivity and tolerance where views, faiths, cultures 

and races are valued and children are engaged with the wider community.  

• Children should acquire a tolerance and appreciation of and respect for their own and other cultures; 

know about similarities and differences between themselves and others and among families, faiths, 

communities, cultures and traditions and share and discuss practices, celebrations and experiences.  

• Staff should encourage and explain the importance of tolerant behaviours such as sharing and 

respecting others’ opinions  

• Staff should promote diverse attitudes and challenge stereotypes, for example, sharing stories that 

reflect and value the diversity of children’s experiences and providing resources and activities that 

challenge gender, cultural and racial stereotyping.  

• A minimum approach, for example having notices on the walls or multi-faith books on the shelves will 

fall short of ‘actively promoting’.  

What is not acceptable:  

• Actively promoting intolerance of other faiths, cultures and races  

• Failure to challenge gender stereotypes and routinely segregate girls and boys  

• Isolating children from their wider community  

• Failure to challenge behaviours (whether staff, children or parents) that are not in line with the 

fundamental British values of democracy, rule of law, individual liberty, mutual respect and tolerance 

for those with different faiths and beliefs. 



1.5 Looked after children  
 
Policy statement 
 
Early years settings are committed to providing quality provision based on equality 
of opportunity for all children and their families. All staff in our provision are 
committed to doing all they can to enable ‘looked after’ children in their care to 
achieve and reach their full potential. 

Children become ‘looked after’ if they have either been taken into care by the local 
authority, or have been accommodated by the local authority (a voluntary care 
arrangement). Most looked after children will be living in foster homes, but a smaller 
number may be in a children’s home, living with a relative or even placed back home with 
their natural parent(s). 
 
We recognise that children who are being looked after have often experienced traumatic 
situations; physical, emotional or sexual abuse or neglect. However, we also recognise that 
not all looked after children have experienced abuse and that there are a range of reasons 
for children to be taken in to the care of the local authority. Whatever the reason, a child’s 
separation from their home and family signifies a disruption in their lives that has impact on 
their emotional well-being. Most local authorities do not place children under five with foster 
carers who work outside the home; however, there are instances when this does occur or 
where the child has been placed with another family member who works. It is not 
appropriate for a looked after child who is under two years to be placed in a day care setting 
in addition to a foster placement. 
 
We place emphasis on promoting children’s right to be strong, resilient and listened 
to. Our policy and practice guidelines for looked after children are based on these 
two important concepts, attachment and resilience. The basis of this is to promote 
secure attachments in children’s lives, as foundation for resilience. These aspects of 
well-being underpin the child’s responsiveness to learning and enable the 
development of positive dispositions for learning. For young children to get the most 
out of educational opportunities they need to be settled enough with their carer to 
be able to cope with further separation, a new environment and new expectations 
made upon them. 
 
Principles 
 

• The term ‘looked after child’ denotes a child’s current legal status; this term 
is never used to categorise a child as standing out from others. We do not 
refer to such a child using acronyms such as LAC. 

• In exceptional circumstances, we offer places to two-year-old children who are in 
care. In such cases, the child should have been with the foster carer for at least two 
months and show signs of having formed a secure attachment to the carer, and the 
placement in the setting will last a minimum of three months. 

• We offer places for funded three and four-year-olds who are in care to ensure they 
receive their entitlement to early education. We expect that a child will have been 
with a foster carer for a minimum of one month and that they will have formed a 
secure attachment to the carer. [We/I] expect that the placement in the setting will 
last a minimum of six weeks. 



• We will always offer ‘stay and play’ provision for a child who is two to five 
years old who is still settling with their foster carer, or who is only 
temporarily being looked after. 

• Where a child who normally attends our pre-school is taken into care and is 
cared for by a local foster carer we will continue to offer a placement for the 
child.  

 
 
 
EYFS key themes and commitments 
 
A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.1 Child 
development 
1.2 Inclusive 
practice 
1.3 Keeping safe 

2.1 Respecting each 
other 
2.2 Parents as partner 
2.4 Key person 
 

3.2 Supporting every 
child 
3.4 The wider context 

4.4 Personal, social 
and emotional 
development 

 
 

Procedures  
 

• The designated person for looked after children is the designated child 
protection co-ordinator. 

• Every child is allocated a key person before they start and this is no different 
for a looked after child. The designated person ensures the key person has 
the information, support and training necessary to meet the looked after 
child’s needs. 

• The designated person and the key person liaise with agencies, professionals 
and practitioners involved with the child and his or her family and ensures 
appropriate information is gained and shared. 

• The pre-school recognises the role of the local authority children’s social care 
department as the child’s ‘corporate parent’ and the key agency in 
determining what takes place with the child. Nothing changes, especially with 
regard to the birth parent’s or foster carer’s role in relation to the pre-school 
without prior discussion and agreement with the child’s social worker. 

• At the start of a placement there is a professionals meeting that will 
determine the objectives of the placement and draw up a care plan that 
incorporates the child’s learning needs. This plan is reviewed after two 
weeks, six weeks and three months. Thereafter at three to six monthly 
intervals. 

• The care plan needs to consider such issues for the child as: 
 

o the child’s emotional needs and how they are to be met; 
o how any emotional issues and problems that affect behaviour are to be 

managed; 
o the child’s sense of self, culture, language/s and identity – how this is to be 

supported; 



o the child’s need for sociability and friendship; 
o the child’s interests and abilities and possible learning journey pathway; 

and  
o how any special needs will be supported. 

 
 
 
 
 

•   In addition the care plan will also consider: 
 

o how information will be shared with the foster carer and local authority (as 
the ‘corporate parent’) as well as what information is shared with whom and 
how it will be recorded and stored; 

o what contact the child has with his/her birth parent(s) and what 
arrangements will be in place for the supervised contact. If this is to be the 
pre-school, when, where and what form the contact will take will be 
discussed and agreed; 

o what written reporting is required; 

o wherever possible, and where the plan is for the child’s return home, the 
birth parent(s) should be involved in the planning; and 

o with the social worker’s agreement, and as part of the plan, the birth 
parent(s) should be involved in the pre-school’s activities that include 
parents, such as outings, fun-days etc alongside the foster carer. 

 
• The settling-in process for the child is agreed. It should be the same as for 

any other child, with the foster carer taking the place of the parent, unless 
otherwise agreed. It is even more important that the ‘proximity’ stage is 
followed until it is visible that the child has formed a relationship with his or 
her key person sufficient to act as a ‘secure base’ to allow the gradual 
separation from the foster carer. This process may take longer in some cases, 
so time needs to be allowed for it to take place without causing further 
distress or anxiety to the child. 

• In the first two weeks after the settling-in, the child’s well-being is the focus 
of observation, their sociability and their ability to manage their feelings with 
or without support. 

• Further observations about communication, interests and abilities will be 
noted to firm a picture of the whole child in relation to the Early Years 
Foundation Stage prime and specific areas of learning and development. 

• Concerns about the child will be noted in the child’s file and discussed with the 
foster carer. 

• If the concerns are about the foster carer’s treatment of the child, or if abuse 
is suspected, these are recorded in the child’s file and reported to the child’s 
social care worker according to the pre-school’s safeguarding children 
procedure. 

• Regular contact should be maintained with the social worker through planned 
meetings that will include the foster carer. 



• Transition to school will be handled sensitively.  The designated person and or 
the child’s key person will liaise with the school, passing on relevant 
information and documentation with the agreement of the child’s social 
worker as detailed in the care plan. 

 

1.6 Uncollected child 
 
Policy statement 
In the event that a child is not collected by an authorised adult at the end of a pre-school 
session/day, Acorns pre-school puts into practice agreed procedures. These ensure the child 
is cared for safely by an experienced and qualified practitioner who is known to the child. 
We will ensure that the child receives a high standard of care in order to cause as little 
distress as possible. 
 
We inform parents/carers of our procedures so that, if they are unavoidably delayed, they 
will be reassured that their children will be properly cared for. 
 

EYFS key themes and commitments 
A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.3 
Keeping 
safe 
1.4 Health and 
well-being 

2.2 Parents as 
partners 
 

3.4 The wider context  

 
Procedures 

• Parents of children starting at pre-school are asked to provide the following specific 
information which is recorded on our Registration Form: 
o Home address and telephone number – if the parents do not have a telephone, 

an alternative number must be given, perhaps a neighbour’s or a close relative. 
o Place of work, address and telephone number (if applicable). 
o Mobile telephone number (if applicable). 
o Names, addresses, telephone numbers and signatures of adults who are 

authorised by the parents to collect their child from pre-school, for example a 
childminder or grandparent. 

o Who has parental responsibility for the child. 
o Information about any person who does not have legal access to the child. 
o Once registered each child has a unique Password allocated – this is shared only 

with the person who has parental responsibility. 
• On occasions when parents are aware that they will not be at home or in their usual 

place of work, they inform us in writing of how they can be contacted. This is 
recorded in our Daily Register. 

 
• On occasions when parents or the persons normally authorised to collect the child 

are not able to collect the child, they provide us with written details of the name, 
address and telephone number of the person who will be collecting the child. We 
agree with parents how to verify the identity of the person who is to collect their 
child, with the help of our password system. 



 
• Parents are informed that if they are not able to collect the child as planned, they 

must inform us so that we can begin to take back-up procedures. We provide 
parents with our contact telephone number. 
 

• If a child is not collected at the end of the session/day, we follow the procedures 
below: 
o The Daily Register is checked for any information about changes, or delays to the 

normal collection routines. 
o If no information is available, parents/carers are contacted at home or at work. 
o If this is unsuccessful, the adults who are authorised by the parents to collect 

their child from pre-school – and whose telephone numbers are recorded on the 
Registration Form- are contacted. 

o All reasonable attempts are made to contact the parents or nominated carers.  
o The child does not leave the premises with anyone other than those named on 

the Registration Form and in the Daily Register. 
o If no-one collects the child within 30 minutes of their expected collection time and 

there is no named contact who can be contacted to collect the child, [we/I] apply 
the procedures for uncollected children. 

o If we have any cause to believe the child has been abandoned [we/I] contact the 
local authority children’s social care team: 

o If the children’s social care team is unavailable, or as our local authority advise, 
we will contact the local police. 

o We contact our local authority children’s social care team:  
 

Deputy Social Worker available on Telephone number  -   0300 555 1384 (Out of hours 

0300 555 1373) 
 

Children Social Care Professional Helpline  - Tel:  01329225379 
 

o After an additional 15 minutes if the child has not been collected, we will contact 
the above statutory agencies again. 

o The child stays at pre-school in the care of two fully-vetted workers until the child 
is safely collected either by the parents or by a social care worker, or by another 
person specified by social care. 

o Social Care will aim to find the parent or relative if they are unable to do so, the 
child will become looked after by the local authority. 

o Under no circumstances do staff to go to look for the parent, nor do they take 
the child home with them. 

o [We/I] ensure that the child is not anxious and [we/I] do not discuss [our/my] 

concerns in front of them. 
o A full written report of the incident is recorded in the child’s file. 

 
• Depending on circumstances, we reserve the right to charge parents for the 

additional hours worked                    by our staff. 

• Ofsted may be informed, telephone number - 0300 123 1231  
 

 

1.7 Missing child 
 



Policy statement 
 
Children’s safety is our highest priority, both on and off the premises. Every attempt 
is made through carrying out the outings procedure and the exit/entrance procedure 
to ensure the security of children is maintained at all times. In the unlikely event of a 
child going missing, our missing child procedure is followed. 

 
EYFS key themes and commitments 
 
A Unique 
Child 

Positive 
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Enabling 
Environments 

Learning and 
Development 

1.3 
Keeping 
safe 
1.4 Health and 
well-being 

2.2 Parents as 
partners 
 

3.4 The wider context  

 
Procedures  

 
Child going missing on the premises 

• As soon as it is noticed that a child is missing, [the child’s key person/the relevant 
member of staff] alerts our setting manager. 

• The register is checked to make sure no other child has also gone astray. 

• The setting leader will carry out a thorough search of the building and garden.  

• Doors and gates are checked to see if there has been a breach of security whereby a 
child could wander out. 

• If the child is not found, the setting leader calls the police immediately and reports the 
child as missing. If it is suspected that the child may have been abducted, the police 
are informed of this. 

• The parent(s) are then called and informed. 

• A recent photo and a note of what the child is wearing is given to the police.  

• The setting leader talks to our staff to find out when and where the child was last 
seen and records this. 

• The setting leader contacts our [chair, director or owner] and reports the incident. Our 
Directors comes to the provision immediately to carry out an investigation, with our 
management team where appropriate. 

 
Child going missing on an outing 
 
This describes what to do when staff has taken a small group on an outing, leaving the pre-
school supervisor and/or other staff back in the pre-school. If the pre-school supervisor has 
accompanied children on the outing, the procedures are adjusted accordingly. 
 
What to do when a child goes missing from a whole pre-school outing may be a little 
different, as parents usually attend and are responsible for their own child. 
 
The procedures are: 
 

• As soon as it is noticed that a child is missing, the staff members on the outing ask 
children to stand with their designated carer and carry out a headcount to ensure that 
no other child has gone astray.  

• One staff member searches the immediate vicinity, but does not search beyond that. 



• Our senior staff member on the outing contacts the police and reports that child as 
missing. 

• Our manager is contacted immediately (if not on the outing) and the incident is 
recorded. 

• Our manager contacts the parent(s). 

• Our staff take the remaining children back to the setting as soon as possible. 

• According to the advice of the police, a senior member of staff, or our manager 
where applicable, should remain at the site where the child went missing and wait for 
the police to arrive.  

• A recent photo and a description of what the child is wearing is given to the police. 

• Our manager contacts our Directors and reports the incident. Our Directors comes to 
our premises immediately to carry out an investigation, with our management team 
(where appropriate). 

• Our staff keep calm and do not let the other children become anxious or worried. 

 
The investigation 

• Ofsted are informed as soon as possible and kept up-to-date with the investigation. 

• Our Directors, carries out a full investigation, taking written statements from all our 
staff and volunteers who were present. 

• Our manager, together with a representative of our management team speaks with 
the parent(s) and explains the process of the investigation. 

• The parent(s) may also raise a complaint with us or Ofsted. 

• Each member of staff present writes an incident report detailing: 

• The date and time of the incident. 

• Where the child went missing from e.g. the setting or an outing venue. 

• Which staff/children were in the premises/on the outing and the name of the staff 
member who was designated as responsible for the missing child. 

• When the child was last seen in the premises/or on the outing, including the time it is 
estimated that the child went missing. 

• What has taken place in the premises or on the outing since the child went missing. 

• The report is counter-signed by the senior member of staff and the date and time 
added. 

• A conclusion is drawn as to how the breach of security happened. 

• If the incident warrants a police investigation, all our staff co-operate fully. In this 
case, the police will handle all aspects of the investigation, including interviewing staff 
and parents. Children’s social care may be involved if it seems likely that there is a 
child protection issue to address. 

• In the event of disciplinary action needing to be taken, Ofsted are advised. 

• The insurance provider is informed. 

 
Managing people 
 

• Missing child incidents are worrying for all concerned. Part of managing the incident 
is to try to keep everyone as calm as possible. 

• The staff will feel worried about the child, especially the key person or the 
designated carer responsible for the safety of that child for the outing. They may 
blame themselves and their feelings of anxiety and distress will rise as the length of 
time the child is missing increases. 

• Staff may be the understandable target of parental anger and they may be afraid. 
Pre-school supervisors need to ensure that staff under investigation are not only 
fairly treated but receive support while feeling vulnerable. 

• The parents will feel angry and fraught. They may want to blame staff and may 
single out one staff member over others; they may direct their anger at the pre-



school leader. When dealing with a distraught and angry parent, there should always 
be two members of staff, one of whom is the pre-school supervisor and the other 
should be the first director of the management team or representative. No matter 
how understandable the parent’s anger may be, aggression or threats against staff 
are not tolerated, and the police should be called. 

• The other children are also sensitive to what is going on around them. They too may 
be worried. The remaining staff caring for them need to be focused on their needs 
and must not discuss the incident in front of them. They should answer children’s 
questions honestly but also reassure them. 

• In accordance with the final outcome, the staff may need counselling and support. If 
a child is not found, or is injured, or worse, this will be a difficult time. The first 
director will use their discretion to decide what action to take. 

• Staff must not discuss any missing child incident with the press without taking 
advice.  

1.8  ICT and the Use of Multimedia Computers (including 
procedures for Facebook and Tapestry) 

 
Policy statement 
We recognise the increasing importance and use of multimedia computers, portable 
and static in our every day life contributing toward the children’s enjoyment of 
learning and development. E-safety is something that adults and children need to be 
aware of to minimise potential risks associated with online technologies. Our 
definition of these terms is:   
 

• Multimedia computers use software to present text, graphics, video, 
animation, and sound in an integrated way.  

• Electronic safety (e-safety) is about utilising information and communication 
technologies in a safe and responsible way. It is mainly concerned with the 
safeguarding of young people in the digital world and making sure they feel 
safe when accessing new technology. 

 
Acorns Community Pre-school aims to develop children’s skills in all areas of learning 
including IT encouraging them to follow Golden Rules for Use of Computers and Multimedia 

devices which can be found in our Registration Pack. By providing access to multimedia 
computers within the pre-school setting we provide all children with the opportunity to 
become familiar with this technology, not just those fortunate enough to have it available at 
home.  
 
All ICT equipment belongs to the setting and we aim to ensure that all multimedia 
computers are used in a responsible manner by staff and children. Our intention is to 
make sure that all users are aware of the need to be protected from unwanted or 
potentially unsafe, inappropriate or extremist material, information and images, 
whilst sharing information and images within the pre-school community this is 
encouraged through education and made explicit through our published policies. 
 
All users should be aware that it is a criminal offence to use a computer or 

multi-media devices for a purpose not permitted by the owner. 
 
EYFS key themes and commitments 
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http://www.webopedia.com/TERM/T/text.html
http://www.webopedia.com/TERM/G/graphics.html
http://www.webopedia.com/TERM/V/video.html
http://www.webopedia.com/TERM/A/animation.html
http://www.webopedia.com/TERM/I/integrated.html


1.3 Keeping safe 2.1 Respecting each 
other 
2.2 Parents as partners 

3.4 The wider 
context 

 
 

 
The Senior Designated Person for Safeguarding (SDPS) as stated in the 
AUP policy is to be responsible for online safety and ensuring all ICT equipment is 
safe and fit for puporse.  They will manage the implementation of the Internet 
Policy.  Details on the responsibilities of the Senior Designated Person for 
Safeguarding, registered person, staff, management, children, parents and carers 
are to be found in the Acceptable Use Policy. 
 
 
Procedures 
 
Correct use and storage of multimedia devises 
  
Non-portable devices 

• Computers with internet access are kept in a secure setting. 
• Security and Anti-virus software is kept up to date. 
• Security settings are in place. 

• Sensitive and confidential information is password protected. 
• When not in use computers are switched off. 
• The office computer should be for adult use only. 

 
Portable devices  

• Devices do not leave the setting premises. 
• Devices are securely stored when not in use. 
• Devices can only be used once all the children are in the setting, between 

9.30am and 2.30pm. 
• During the midday changeover all devices will be put back into secure 

storage, once all the afternoon children are in the setting they will be taken 
out. 

• All devices are engraved with an agreed script and the details logged with 
the police.  

• Devices must not be charged overnight. 
• Security settings are in place to restrict internet access to ensure that 

inappropriate material cannot be viewed.  
• All devices will have linked and compatible software. 
• Adults will use portable devices for educational purposes, observation and 

recording children’s development. 
• Devices are password protected. 
• Children will have access to portable devices under adult supervision.   

 
Adults using multimedia devices  
  
Adults access multimedia devices for a variety of reasons;  

• for education purposes 
• making observations 
• recording and documenting children’s development using Tapestry software 
• administration 
 

 Devices will be used responsibly at all times.  



 
Children using multimedia devices  

We believe that for pre-school children familiarity with computers is important because: 

• The use of computers is widespread in the technological world and likely to grow 
• Computers are an important medium for learning and study at all educational levels. 

In particular, for our pre-school children we believe the use of multimedia computers will aid 
the development of the following: 

• Thinking skills – The computer can stimulate children to perform tasks related to 
problem solving and planning. 

• Interactivity – Children have to make decisions about what they see and hear on the 
computer. These tools are self-motivating; children can learn at their own speed and 
be rewarded for their efforts. For example; by hearing some music or seeing a funny 
face. 

• Familiarity with everyday objects – we are happy to teach our children the name of 
objects around the kitchen or to let them switch on the TV and play videos, so why 
not the terms of computer equipment? E.g. computer, monitor, disk drive. Also in 
that way we teach children not to touch electricity cables in the home then we 
should teach them about safety around computers. 

• Social skills – Experiences on the computer can be shared as can a book or set of 
building bricks. 

• Numeracy & basic skills – Developing familiarity with shapes, numbers and letters in 
an interactive environment. 

Children will be encouraged to take an interest in the computer, but no child will be forced 
to use the computer, we aim to provide an environment which is fun and interesting at all 
times. 

Good Practice 
When children are using ICT, staff take into account principles for good practice set out by 
DATEC (Developmentally Appropriate Technology for Early Childhood):  
 
Ensure an educational purpose - All resources are specifically chosen for their educational 
value to the children. 
 
Encourage collaboration - Although we understands that children enjoy playing alone as well 
as collaboratively with others. We actively encourage children to show understanding, 
interact and share with their peers when using any resource. 
 
Integrate with other areas of the curriculum - ICT is embedded into all areas of the 
curriculum through adult initiated learning as well as child initiated learning. We ensure that 
children have access to a wide range of resources. 
 
Ensure that the child is in control - Children are never forced to partake in anything that 
they do not want to do. We discourage the use of technology, in particular computer games 
which a child can fail at. 
 
Choose applications that are transparent - All learning experiences that the children are 



provided with are achievable and easy for the children to understand. We understand the 
importance of giving the children achievable targets to promote self-esteem. 
 
Avoid applications containing violence or stereotyping – We endeavor to ensure that all 
resources in the setting are free from any violence and stereotyping and provide resources 
with positive images which reflect the diversity of our community. 
 
Be aware of health and safety issues – We see the children’s health safety as of paramount 
importance and understand that prolonged use of inactive ICT equipment such as a 
computer can lead to health problems such as obesity, we therefore limit the children’s time 
on these apparatus to twenty minutes as suggested by DATEC. All internet sites will be 
vetted by staff to ensure their appropriateness before children are able to access them. 
 
This policy links very closely with our Internet Policy (1.11) which covers the following: 
 

• Password security  
• Internet access  
• Online communications  
• Managing multimedia technologies  
• Emerging technologies  

 
Using Tapestry software.  
The recording of children’s development is now done digitally, using Tapestry which 
is a web application allowing us to create and maintain learning journeys and 'special 
books' for the children in our setting. It allows us to: 

• Create journals for each of our children, with full control over who can view and edit 
them. 

• Use full management functions to control access and communication, for parents and 
staff, and editorial control over all journals and records. 

• View each observation or page including notes, photographs and EYFS assessments, 
characteristics of learning and videos which can be enhanced by comments from 
other staff and parents. 

• Maintain an overview of the complete set of observations as a learning journey, 
allowing flexible access to individual children’s observation pages.  

• Upload an observation to multiple childrens' journals simultaneously, then split and 
edit individually if necessary. 

• Make observations which can be uploaded in one single process that makes a new 
entry immediately available or, optionally, hidden until the manager has approved 
them.  

• Ensure that each child's journey can have individual accounts set up for parents and 
relatives to access. 

• Involve parents who can comment on new entries and even add their own entry. 

• Create a wide range of assessments  including:  individual child’s needs and 
development; whole group assessment ie gender based or age based; parent 
involvement to support transition; access of areas of learning as well as multiple 
EYFS assessments can be made for a single observation. 

• Generate automatic emails for parents when new entries are made. 



• Monitor parents/relatives use of Tapestry, any failure to follow the guidelines 

outlined in the Registration Pack will not be able to access Tapestry online and will 

only be able to access their child’s learning journal within the preschool setting 

For accessing and maintaining Tapestry we ensure confidentiality by maintaining 
different access levels as follows; 
 

• Administrator – has full control and access to all information via user name, 
password and pin. 

• Staff – have full access to information via user name, password and pin. 
• Parents/Carers/ Nominated relatives – have full access to their child’s 

information via password and pin. 
 

Facebook 

We recognise that many individuals use the internet for personal purposes and that 
they may participate in social networking, we have decided to harness this new 
technology as an additional way of communicating with our existing parents/carers.  

 
Whilst we appreciate that individuals use Facebook (adhering to their own guidelines 
and standards ensuring that they do not breach the law) we expect all users to 
follow the guidelines outlined in the Registration Pack. 
 
As a pre-school community we have guidelines to help us operate our Facebook 
account, ensuring that confidentiality and privacy for our on-line users is protected, 
following our existing Safeguarding Policies and procedures as well as adhering to 
the latest laws and best practice.   Our guidelines are: 

 
• Acorns Community Pre-school has an independent Facebook account 
• Our Facebook account must have all the maximum security settings currently 

available 
• The ability to access and alter our Facebook account is restricted to 

appointed members of the management team 
• Members of staff and directors who are not existing parents will not be 

permitted to become ‘friends’ 
• Only current parents/carers will be accepted as ‘friends’ 
• No extended family i.e. Aunts, Uncles, Grandparents will be accepted as 

‘friends’ unless they are the primary carer of the child attending the setting 
• All ‘friends’ will be accepted at the discretion of the management team 

• The management team reserve the right to delete a ‘friend’ at any time 
• Once parent/carers are no longer part of our pre-school community they will 

be deleted from our ‘friends’ list 
• No personal information relating to staff, directors, parents/carers, children 

or others involved with the pre-school will be posted on the site 
• The site will only be used to keep current parents/carers informed about 

things that are happening within the setting e.g. events and activities that 
will need parental support, reminders about general information 

• All ‘friends’ will be given guidelines on acceptable and appropriate ways to 
use the site 

• Any individual found to have posted remarks, or comments that breach 
confidentiality and or are deemed to be of a detrimental nature to the 



reputation of the setting, staff, children or families will be expected to take 
responsibility for their actions.  

This policy links to related policy and procedures: 
• Safeguarding Policy 
• ICT and Multimedia Policy – including Internet, Tapestry and Facebook 
• IT Misuse Policy 
• Internet and E-Safety Policy 
• Camera and Image Policy 
• Mobile Phone Policy 
• Behaviour Policy 

• Health and Safety Policy 
• Disciplinary and Grievance  
• Code of Conduct  
• Appraisal and Supervision  
• Induction 

 

1.9   Acceptable Use Policy  
 

Policy statement 
 
We recognise the increasing importance of access to information and communication 
technology (ICT) systems, the acceptable use of these is of paramount importance.   
 
The Acceptable Use Policy (AUP) will apply to all individuals who have access to and/or are 
users of work-related ICT systems to ensure that they are used in a responsible manner.  
This includes children, parents and carers, all Acorns Community Preschool staff, volunteers, 
students, directors and visitors. This list is not exhaustive.  
 
The Acceptable Use Policy (AUP) will aim to:  
 

• safeguard children by promoting appropriate and acceptable use of information and 
communication technology (ICT).  

• outline the roles and responsibilities of all individuals who are to have access to 
and/or be users of, work-related ICT systems.  

• ensure all ICT users have an acute awareness of risk, a clear understanding of what 
constitutes misuse and the sanctions that may be applied.  

• ensure where applicable parents, carers and other agencies, will be informed of any 
incidents of inappropriate use of ICT that takes place on-site, and, where known, off-
site.  

EYFS key themes and commitments 
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Roles, Responsibilities and Acceptable Use  
 
Registered person will have overall responsibility for ensuring online safety which is 
considered an integral part of everyday safeguarding practice. This will include ensuring:  
 

• early years practitioners and their managers will receive the appropriate training, 
guidance, time and resources to effectively implement online safety policies and 
procedures.  

• clear and rigorous policies and procedures are to be applied to the use/non-use of 
personal ICT equipment by all individuals who affect or come into contact with the 
early years setting. Such policies and procedures are to include the personal use of 
work-related resources. 

• the AUP is to be implemented, monitored and reviewed regularly, and for ensuring 
all updates are to be shared with relevant individuals at the earliest opportunity.  

• monitoring procedures are to be open and transparent. 

• allegations of misuse or known incidents are to be dealt with appropriately and 
promptly, in line with agreed procedures, and in liaison with other agencies, where 
applicable.1 CLICK 

• effective online safeguarding support systems are to be put in place, for example, 
filtering controls, secure networks and virus protection. 2 

The Registered Person is Liz Gaida 

 
Senior Designated Person for Safeguarding (SDPS) will be responsible for ensuring:  
 

• agreed policies and procedures are to be implemented in practice on a daily basis, 
monitored and reviewed regularly.  

• all updates, issues and concerns are to be communicated to all ICT users.  

• the importance of online safety in relation to safeguarding is to be understood by all 
ICT users.  

• learning and development requirements of early years practitioners and their 
managers are to be monitored and additional training needs identified and provided 
for including effective training and online safety advice.  This should include advisory 
support to children, students, parents and carers as necessary. 

• an appropriate level of authorisation is to be given to ICT users. Not all levels of 
authorisation will be the same depending on the position, work role and experience 
of the individual concerned. In some instances, explicit individual authorisation must 
be obtained for specific activities where deemed appropriate.  

• all ICT users are to be made aware of the procedures that must be followed should a 
potentially unsafe or inappropriate online incident take place  

• any concerns and incidents are to be reported in a timely manner in line with agreed 
procedures.  

• receipt, recording, monitoring and filing of reports, should a potentially unsafe or 
inappropriate online incident occur. This must include the creation of an incident log 
to be used to inform future online safety practice. 



• all necessary actions will be taken to minimise the risk of any identified unsafe or 
inappropriate online incidents reoccurring. 

• the learning and development plans of children are protected with online safety and 
security measures.  

• a safe ICT learning environment is to be promoted and maintained.  

• regular meetings are to take place with the registered person and senior managers 
to discuss current issues, review incident reports and filtering/change control logs. 

• timely liaison, where appropriate, with other agencies in respect of current online 
safety practices and the reporting and management of significant incidents. 

The Senior Designated Person for Safeguarding is Heather Page 

 

Roles and Responsibilities of Early years practitioners and their managers.  
Effective application of these will ensure:  

• the timely reporting of concerns in relation to alleged misuse or known incidents, 
subject to agreed procedures.  

• ICT equipment is to be checked before use and all relevant security systems judged 
to be operational.  

• awareness will be raised of any new or potential issues, and any risks which could be 
encountered as a result.  

• children are to be supported and protected in their use of online technologies, 
enabling them to use ICT in a safe and responsible manner.  

• online safety information is to be presented to children as appropriate for their age 
and stage of development.  

• children are encouraged to be aware of how to recognise and report a concern. 

• all relevant policies and procedures are to be adhered to at all times and training 
undertaken as is to be required. 22  

Acceptable Use by Early years practitioners and their managers will enable 
individuals to use work-based online technologies: 
  

• to access on-line learning journey (Tapestry) 

• to access age appropriate resources for children  

• for research and information purposes  

• for training and study support 

• for administration purposes 

• be subject to authorised use as agreed by the Senior Designated Person for 
Safeguarding (SDPS)  

• have their own individual username and password to access a filtered internet 
service provider. All ICT users must have strong passwords, for example, an 
impersonal combination of numbers, symbols and lower/upper case letters.  

• Users are not generally permitted to disclose their password to others, unless 
required to do so by law or where requested to do so by the Senior Designated 
Person for Safeguarding.   



 
All computers and related equipment are to be locked when unattended to prevent 
unauthorised access. 23  
 
All early years practitioners and their managers are to be provided with a copy of the 
Acceptable Use Policy and a copy of the Acceptable Use Agreement, which they must sign, 
date and return. A signed copy is to be kept on file.  
 

The use of personal technologies will be subject to the authorisation of the Senior 
Designated Person for Safeguarding, and such use will be open to scrutiny, monitoring and 
review. 

 
In the event of misuse by early years practitioners or their managers.  
Should it be alleged, that an early years practitioner or manager has misused any ICT 
resource in an abusive, inappropriate or illegal manner, a report is made to the Senior 
Designated Person for Safeguarding and the registered person immediately. Should the 
allegation be made against the Senior Designated Person for Safeguarding, a report is made 
to Director and the registered person. Procedures will be followed as appropriate, in line 
with the ICT Misuse Policy, Safeguarding Policy and/ or Disciplinary Procedures. Should 
allegations relate to abuse or unlawful activity, Children’s Social Care, the Local Authority 
Designated Officer, Ofsted and/or the Police will be notified as applicable.  
 
Children are encouraged to:  
 

• be active, independent and responsible learners, whose views and experiences will 
contribute as appropriate to policy and review.  

• be aware of our Acceptable Use Rules for Children.  

• tell a familiar adult about any access of inappropriate content, material that makes 
them feel uncomfortable or contact made with someone they do not know, straight 
away, without fear of reprimand (age and activity dependent).  

Acceptable use rules for children are to be used: 
• to inform children of the appropriate behaviours expected to ensure online safety: 
• to help children be informed of the behaviours which will be deemed unacceptable.  
• to allow children to take some degree of responsibility for their own actions.  
• to help children become aware of the potential risks associated with misuse and the 

sanctions which will be applied, where necessary. 
• shared and agreed with children and will be displayed as a reminder.  

 
In the event of misuse by children  
Should a child be found to inappropriately misuse ICT the following sanctions will be 
applied:  
 

Step 1: Should it be considered that a child has deliberately misused ICT by not 
adhering to the Acceptable Use Agreement, parent or carer will be verbally informed and 
a letter sent outlining the issue. The child may be temporarily suspended from a 
particular activity.  
Step 2: If there are further incidents of misuse, the child will be suspended from using 
the internet or other relevant technology for an increased period of time. The parent or 
carer will be invited to discuss the incident in more detail with a senior manager and the 
most appropriate course of action will be agreed.  



Step 3: The sanctions for misuse can be escalated at any stage, should it be considered 
necessary. In the event that misuse is deemed to be of a serious nature, steps 1 and 2 
can be omitted. Should a child be considered to be at risk of significant harm, the 
Safeguarding Policy must also be applied. Allegations of serious misuse will be reported 
to the most appropriate agency, for example, the Police or Children’s Social Care.  
 
In the event that a child should accidentally access inappropriate material, it must be 
reported to an adult immediately. Appropriate action will be taken to hide or minimise 
the window. The computer will not be switched off nor will the page be closed, as it may 
be necessary to refer to the site during investigations to allow effective filters to be put 
in place to prevent further inadvertent access.  
 
The ‘Hectors World Safety Button’1 is available to children where online access is 
enabled. At a push of a button, the child’s view of the screen will be obscured. Adults 
will immediately be alerted and should take immediate and appropriate action. Should a 
child be considered to be subject to potential abuse, sexual requests or other 
inappropriate contact, the CEOP Report Abuse button2 is to be used to make a report 
and further advice is to be sought.  

 
 
Parents and carers should be aware that:  

• they will be required to sign an Acceptable Use Agreements on enrolment of their 
child at the setting, this is part of the Registration Pack this will include remote 
access to ICT systems, such as a learning environment.  

• further agreement will be sought if and when technologies change.   
• we expect parents to explain and discuss our Acceptable Use Rules for Children. 
• all signed agreements will be kept in their child’s file. 
• when using personal technologies within the setting our policies and procedures will 

be followed. 
 
Acceptable Use by parents and carers will ensure a good working partnership 
that is considered an essential practice for 
 

• promoting an agreed and consistent message which will define acceptable and 
unacceptable behaviours.  

• ensuring parents and carers sign an Acceptable Use Agreement to promote this 
shared message. 

• encouraging parents and carers to contribute to the Acceptable Use Agreement and 
be advised to use it should their child access similar technologies at home.  

• for parents or carers who wish to use personal technologies, such as cameras within 
the setting environment, authorisation must be obtained from the Senior Designated 
Person for Safeguarding. Specific guidelines for the use of such technologies must be 
followed.  

 
Acceptable use by visitors, contractors and others  
All individuals who affect or come into contact with the setting are to be expected to behave 
in an appropriate and respectful manner. No such individual will be permitted to have 
unsupervised contact with children and young people. All guidelines in respect of acceptable 
use of technologies must be adhered to. The right to ask any individual to leave at any time 
is to be reserved. 27  
 
Misuse 



The ICT Misuse Policy is to be referred to when dealing with any incidents that should occur 
as a result of the intentional or unintentional misuse of ICT. Any allegations of abuse or 
other unlawful activity are to be reported immediately to the Senior Designated Person for 
Safeguarding who will ensure procedures outlined in the Safeguarding Policy are followed 
with immediate effect.  
 

1.10  Misuse Policy  
 

Policy statement 
Our overall priority is to ensure the safety and wellbeing of children within the 
setting at all times.  
 
Our aim is to ensure any allegation, which is made in respect of the intentional or 
unintentional misuse of any online technologies, will be addressed in a responsible 
and calm manner. Any known/suspected or potential breaches of the Acceptable Use 
Policy, Camera and Image Policy, Internet Policy and Mobile Phone Policy will trigger 
the implemented of this policy.    
 
This policy applies to all individuals who have access to and/ or users of work-related 
ICT systems. This includes children, parents and carers, early years practitioners, 
supervisors and managers, volunteers, students, directors, visitors and  contractors. 
This list is not to be considered exhaustive.  

 
If it is suspected that at any stage a child may have been or is considered 

to be subject to abuse, the Safeguarding Policy and Procedures will be 
implemented with immediate effect. These procedures are also followed 
should an allegation of abuse be made against any employee, manager, 

volunteer or student. The Safeguarding Policy is to take precedence over 
all others, and referrals must be made to the appropriate agency as 

deemed necessary. 
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Responsibilities  
The registered person and the Senior Designated Person for Safeguarding is 
responsible for ensuring that the procedures outlined in the ICT Misuse Policy will be 
followed. These procedures are considered should an allegation of misuse be made 
against a child or adult. Any allegations will be dealt with promptly, sensitively and 
fairly in line with agreed procedures. The ICT Misuse Policy outlines the sanctions to 
be applied should an incident occur. 
 
The sanctions imposed in respect of any incidents of misuse will be implemented by 
the Senior Designated Person for Safeguarding. 
 



Good Practice 
We understand that clear and well-publicised policies and procedures encourages 
good practice, promotes acceptable use and clearly defines misuse, and are the 
simplest and most effective way for the safe use of ICT to be maintained.  
 
Good Practice Guidelines  
 

• relevant online safety policies and procedures are fully implemented, 
monitored and reviewed and are shared with all ICT users. The Senior 
Designated Person for Safeguarding is responsible for the management of 
such policies.  

• all ICT users, children and adults, are made aware of good ICT practice 
through training and discussion based on the Acceptable Use Policy.  Adults, 
in particular, are responsible for observing practice and behaviours, and 
monitoring the effectiveness of the Acceptable Use Policy, allowing adults to 
perceive possible signs of potential misuse at the earliest opportunity due to 
a  deviation from the Acceptable Use Policy.   

• all ICT users are made aware that the misuse of ICT and/or breaches of 
relevant policies and procedures are taken seriously. All ICT users are made 
aware of the potential sanctions that could be applied should such concerns 
be raised.  

• effective reporting and whistle-blowing procedures are in place and 
promoted. We acknowledge that no system or procedure can be considered 
100 per cent safe, secure and fool-proof. We accept that the potential for ICT 
to be misused, whether intentionally or unintentionally will remain. The aim 
of the online safety policies are to minimise such opportunities and risk.  

Procedures  
 
General  
All incidents will be dealt with on an individual case by case basis, and an escalating 
tariff of agreed sanctions will be put in place. 
 
The context, intention and impact of each incident will determine the response and 
actions to be taken.  This will allow for a degree of flexibility as to how sanctions are 
applied, subject to the need for other policies to be implemented. For example, a 
series of minor incidents by one individual is likely to be treated differently than 
should it be deemed a one off occurrence; similarly unintentional and intentional 
access to inappropriate websites are to instigate different levels of intervention and 
sanctions. 
 
All online safety incidents are to be recorded and monitored, and any potential 
patterns in behaviours should be identified, to enable such issues to be addressed 
proactively and for protection to be afforded. For further guidance see Policy 1.6 ICT 
and Multimedia Computers.  

Misuse is to be categorised under the three headings of ‘minor incidents’, ‘significant 
incidents’ and ‘serious incidents’.  

Minor incidents  



Minor incidents could occur due to deviation from the Acceptable Use Policy.  The 
following procedure will be followed should an incident be considered minor.  
 

• The incident will be reported to the Senior Designated Person for 
Safeguarding. A written incident record is made, and the situation is 
monitored.  

• The context, intention and impact of such misuse will be be considered. 
Where deemed necessary the incident will be escalated to a ‘significant’ or 
‘serious’ level.  

• Sanctions are applied in accordance with the Acceptable Use Policy.  
 
Significant incidents  
We understand that there will always be the possibility that through access to the 
internet children may gain unintentional access to inappropriate materials. Such 
material may not be illegal, but is not to be considered suitable in a childcare 
environment and/or to be age appropriate.  
 
An open reporting policy is in place which means that all inadvertent breaches and 
access to inappropriate materials must be reported. The non-reporting of such 
breaches result in the concern being escalated. The following procedure is followed 
should an incident be considered significant.  
 

• The incident is reported to the Senior Designated Person for Safeguarding.  A 
written incident record is made.  

 
• The context, intention and impact of such misuse must also be considered. 

Where deemed necessary the incident will be escalated to a ‘serious’ level. 
Appropriate action is agreed between the Senior Designated Person for 
Safeguarding and the registered person.  

 
• If the incident should relate to the inadvertent access to an inappropriate 

website, it will be added to the banned or restricted list and filters will be 
applied, where relevant.  

 
• Sanctions are applied in accordance with the Acceptable Use Policy. In 

respect to misuse by children, parents and carers are informed of the alleged 
incident and are advised of any actions taken as a result.  

 
Serious incidents 
By nature, serious incidents will most often involve illegal, inappropriate or extremist 
materials and activities, including the viewing, possession, taking, making and 
distribution of indecent images; bullying or harassment through the use of portable 
media devices, such as mobile phones; grooming or radicalisation through extremist 
material. 
 
In such situations, these incidents may be instigated by a child or adult.  
 
The following incidents must always be reported to the Police, Children’s Social Care, 
Local Authority Designated Officer and Ofsted:  
 

• Discovery of indecent images of children and young people.  
 



• Behaviour considered to be ‘grooming’.  
 

• Sending of obscene materials. It should be understood, that by not reporting 
such incidents, an offence may be committed.  
 

•  Adults exhibiting obvious signs of radicalisation leading concern for child’s 
safety and welfare. 
 

We understand that should potentially illegal material be discovered, as far as is 
reasonably practical, the equipment or materials found will not be touched. 
Computers or other devices will not be switched off unless we are authorised to do 
so by the Police. The focus must be on preventing further access to the illegal 
content by keeping other individuals out of the immediate area. Where necessary 
the monitor should be turned off (but the computer remain on). 
 
We recognise the seriousness of such allegations and will ensure that all such 
incidents are reported to the appropriate authorities immediately by using the 
following procedures: 
 

• It must be ensured that all serious incidents will be dealt with promptly and 
reported to the Senior Designated Person for Safeguarding and the 
registered person immediately.  

 
• The context, intention and impact of the alleged misuse must be considered.  

 
• Appropriate action is agreed between the Senior Designated Person for 

Safeguarding and the registered person. All details are accurately and legibly 
recorded. The reason why any decision is made will also be noted. 

 
• Should it be considered at any stage that a child is or has been subject to 

abuse of any form, the Safeguarding Policy will be implemented with 
immediate effect. A referral will be made to Children’s Social Care and the 
Police, where applicable.  

 
• Should the incident relate to an allegation made against an employee, 

manager, volunteer or student; and there is a suggestion that a child o has 
been subject to any form of abuse, the Safeguarding Policy will again be 
implemented with immediate effect. The Local Authority Designated Officer 
must be contacted in the first instance in respect of any allegation made 
against an adult. The Police and Ofsted must also be contacted.  

 
• We will ensure that no internal investigation or interviews are to be carried 

out in respect of any allegations, unless it is explicitly requested otherwise by 
an investigating agency. 

 
• We fully recognise that should allegations of abuse be made, Children’s Social 

Care, the Police and/or the Local Authority Designated Officer will be the 
investigative bodies.  

 
• We will ensure that no action is taken which could compromise any such 

investigations. Where applicable, any hardware implicated in any potential 
investigations of misuse will be secured, so that evidence can be preserved. 



This may include mobile phones, laptops, computers and portable media 
technology. No attempt is to be made to download, print or send any 
materials found. It should be understood that further offences could be 
committed by doing so.  

 
• Internal disciplinary procedures must not be undertaken until investigations 

by the relevant agencies have been completed. Legal or human resources 
advice should be sought prior to carrying out any internal investigations and/ 
or instigating high-level disciplinary procedures.0 

 
• On completion of both internal and external investigations, or sooner where it 

is deemed appropriate, an online safety review will be undertaken and 
policies and procedures will be amended and updated as necessary. A 
consultation on any proposed revisions will be held with all ICT users as 
appropriate. Revised policies and procedures will be circulated as applicable.  

 
Illegal material and activities which must be reported to the Internet 
Watch Foundation.  
 
We understand that a  report is to be made to the Internet Watch Foundation1 
should potentially illegal material, including images of child abuse be discovered. If it 
is unclear whether the content is considered illegal or not, the concern will be 
reported as a matter of caution. Should it be considered that materials are 
inappropriate but legal, such incidents will generally be dealt with through internal 
disciplinary procedures. Unless alleged criminal activity and/abuse is suspected, it 
will not normally be considered necessary to involve the Police or other agencies.     
 
Media attention  
We recognise that should a serious incident occur, it will most likely attract intense 
media interest and speculation. On such occasions, every possible attempt will be 
made to ensure that children, parents and carers are protected from such influences.  
 
Advice will be taken from Services for Children and Young People where appropriate 
before any media engagement is to be undertaken. An agreed media strategy will be 
implemented, and statements must only be released by authorised personnel, in 
accordance with information sharing procedures. In all instances, the prime concern 
will be the safeguarding and welfare of the children and their families.  
 

1.11 Mobile phone   
 
Policy statement 
 
The aim of the Mobile Phone Policy is to protect children from harm, by ensuring the 
appropriate management and use of mobile phones by all individuals who come into contact 
with our setting. Changes in technology, their potential risks and ways to keep safe are 
discussed with children in ways that are appropriate for their age and stage of development.  
 
EYFS key themes and commitments 
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3.4 The wider context 4.4 Personal, social 
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development 

 
Introduction  
Mobile phone technology has become more sophisticated over recent years and will continue 
to evolve however, most mobile phones offer camera, video and audio recording as 
standard. Mobile phones, alongside other technologies are changing the way we 
communicate and as with any other form of technology there are associated risks. Children 
and staff are encouraged to understand such risks to enable them to develop the 
appropriate strategies which will keep them safe.  
 
We understand that it is the enhanced functions of many mobile phones that will give the 
most cause for concern; and which should be considered the most susceptible to potential 
misuse.  Should mobile phones be misused, there will be a negative impact on an 
individual’s safety, dignity, privacy and right to confidentiality 
  
Acceptable use and management of mobile phones is outlined in the Mobile Phone Policy 
which we encourage all service users to follow. There is a clear expectation that the 
personal use of mobile phones will be limited to exceptional specific times and uses as to be 
agreed with Management.  Safe and secure storage facilities are available to store personal 
belongings. It is often very difficult to detect when mobile phones are present or being used 
and whether inappropriate or illegal content is stored on the device. The use of all mobile 
phones is effectively managed to ensure the potential for misuse is minimised.   
 
Under no circumstances are images, video or audio recordings to be made on personal 
phones without prior explicit written consent by Management.  
 
The Mobile Phone Policy will apply to all individuals who are to have access to and/ or be 
users of personal and/ or work-related mobile phones within the broadest context of the 
setting environment. This will include children, parents and carers, early years practitioners 
and their managers, volunteers, students, committee members, visitors, contractors and 
community users. This list is not to be considered exhaustive.  
 
Management support the Registered Person and the Senior Designated Person for 
Safeguarding (SDPS) to ensure the acceptable, safe use and storage of all camera 
technology and images. This will include the management, implementation, monitoring and 
review of the Camera and Image Policy.  For details see Acceptable Use Policy.  
 
  Code of conduct 
 
A code of conduct is promoted with the aim of creating an informed workforce, who will 
work together to safeguard and promote positive outcomes for the children in their care.   
 
It is to be ensured that all practitioners and their managers will: 
 

• be aware of the need to protect children from harm.  

• have a clear understanding of what constitutes misuse.  
• know how to minimise risk.  
• be vigilant and alert to potential warning signs of misuse.  



• avoid putting themselves into compromising situations which could be misinterpreted 
and lead to potential allegations.  

• understand the need for professional boundaries and clear guidance regarding 
acceptable use.  

• be responsible for the self-moderation of their own behaviours.  
• be aware of the importance of reporting concerns immediately.  

 
Procedures 
 
Clearly defined policies and procedures aim to ensure effective safeguarding practices are in 
place to protect children from harm and exposure to behaviours associated with misuse and 
to ensure mobile phones do not cause unnecessary and/or unsafe disruptions and 
distractions in the workplace.  
 
Acceptable use and management of mobile phones is to be agreed by all service users.  
 

• Personal mobile phones belonging to members of staff are not used on the premises 
during working hours. 

• At the beginning of each individual’s shift, personal mobile phones are stored in 
lockers. If no lockers are free, they must be stored in a locked office drawer. 

• In the event of an emergency, personal mobile phones may be used in the privacy of 
the office, with permission from the manager, all authorized mobile phone use is open 
to scrutiny.  Authorisation can be withdrawn or restricted at any time if it is deemed 
necessary. 

• Members of staff ensure that the telephone number of the setting is known to 

immediate family and other people who need to contact them in an emergency. 

• If members of staff take their own mobile phones on outings, for use in the case of an 
emergency, they must not make or receive personal calls as this will distract them. 

• It is to be avoided that members of staff will use their personal mobile phones for 
recording, taking and sharing of images, video and audio of children either within the 
setting or on outings. 

• Parents and visitors are requested not to use their mobile phones whilst on the 
premises. There is an exception if a visitor’s company or organisation operates a lone 
working policy that requires contact with their office periodically throughout the day. 
Visitors will be advised of a quiet space where they can use their mobile phone, where 
there are no children present. No images, video or audio recordings are to be made 
without prior consent by management. 

• Staff are encouraged not to use their own personal mobile phones for contacting 
parents and carers with regard to their children unless it is to be considered an 
emergency and authorised.    

 
• Our toilets areas are designated ‘mobile use free’ and signs to this effect are 

displayed in a prominent position.  All service users, including parents, carers, 
visitors and contractors should be respectfully advised that their mobile phones are 
not to be used in these areas.  
 

• Should it be considered necessary for mobile phone calls and/ or texts to be taken 
or made, efforts should be made to avoid any unnecessary disturbance or disruption 
to children and young people. the Senior Designated Person for Safeguarding.  



 
Driving  
 
Practitioners and their managers who will be required to drive on behalf of the early years 
setting must ensure any personal mobile phones are to be switched off whilst driving.  
 
Under no circumstances, when driving on behalf of the organisation, should practitioners 
and their managers make or take a phone call, text or use the enhanced functions of a 
mobile phone. This is also to apply to the use of handsfree and wireless connections, which 
are to be considered a distraction rather than a safer alternative.  
 
Safe storage  
 
A designated safe and secure area is available to practitioners and their managers for the 
storage of personal belongings during the working day. Practitioners and their managers 
should recognise that they leave any belongings in such storage areas at their own risk. It is 
recommended that should mobile phones be stored, they are to be security marked, 
password protected and insured. No liability for loss and/or damage is to be accepted.  
 
Emergency contact  
 
We recognise that mobile phones provide direct contact to others, and will often provide 
necessary reassurances due to their ease of access, particularly at difficult times. Acceptable 
use of mobile phones is agreed with staff to afford staff and management peace of mind  
enabling them to concentrate more fully on their work. Such use must be subject to 
management, monitoring and review. We will ensure  that the landline telephone remains 
connected and operational at all times, except in circumstances beyond reasonable control. 
This means that the landline is to be available for emergency/ urgent contact at all times. 
 
The reliance on an answer phone is to be avoided unless the early years setting should be 
closed or where children are to be taken off the premises for a trip or outing. It must always 
be ensured that the answer phone is to be checked promptly on opening or return.  
 

1.12 Camera and Images Policy    
 
Policy statement   
The Camera and Image Policy aims to ensure safer and appropriate use of cameras and 
images through agreed acceptable use procedures. This is in line with legislative 
requirements and aims to respect the rights of all individuals. Throughout this policy the 
term ‘image’ or ‘images’ refers to any digitally captured image whether  it is still or moving 
(video). 
 
EYFS key themes and commitments 
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Introduction  



The use of cameras and taking images is considered an essential and integral part of 
everyday life. As such, we encourage to use such technology in a positive and responsible 
way, however, we recognise, that digital technology has increased the potential for cameras 
and images  to be misused and inevitably there are concerns about the risks to which 
children may be exposed.  
 
We ensure that practical steps are taken to make sure that the use of cameras and images 
will be managed sensitively and respectfully together with a proactive and protective ethos 
which aims to promote effective safeguarding practice.  We understand and acknowledge 
that technology itself does not present the greatest risks, but the behaviours of individuals 
using such equipment could.  
 
The Camera and Image Policy will apply to the use of any photographic equipment. This will 
include mobile phones and portable gaming devices with inbuilt cameras as well as other 
forms of digital technology and resources for storing and printing images.  
 
The Camera and Image Policy applies to all individuals who have access to and/or users of 
work-related photographic equipment. This will include children, parents and carers, staff 
and management, volunteers, students, committee members, visitors, contractors and 
community users. This list is not to be considered exhaustive. 
 
Management support the Registered Person and the Senior Designated Person for 
Safeguarding (SDPS) to ensure the acceptable, safe use and storage of all camera 
technology and images. This will include the management, implementation, monitoring and 
review of the Camera and Image Policy.  For details see Acceptable Use Policy.  
 
All images are used in a manner respectful of the eight Data Protection Principles, this 
means that images will be:  
 

1. fairly and lawfully processed  
2. processed for limited, specifically stated purposes only  
3. used in a way that is adequate, relevant and not excessive  
4. accurate and up to date  
5. kept on file for no longer than is necessary  
6. processed in line with an individual’s legal rights  
7. kept securely 
8. adequately protected if transferred to other countries.  

 
Where necessary, registration as a data controller will be applied for to allow personal 
information to be processed.  
 
Code of conduct  

• Cameras and other photographic equipment used by staff and management for 
authorised work-related purposes is monitored and reviewed by the Senior 
Designated Person for Safeguarding.   

 
• The use of personal photographic equipment is to be avoided.  

 
• The use of personal USB sticks, the transferring of images via free unfiltered web 

mail or via mobile media is be avoided.  
 



• Should remote access be given to servers or systems where images are to be stored, 
access will only be given as authorised by the Senior Designated Person for 
Safeguarding.  

 
• The Senior Designated Person for Safeguarding reserves the right to view any 

images taken and/or to withdraw or modify an individual’s authorisation to take or 
make images at any time. Staff and managers ensure that all images are available 
for scrutiny and be able to justify any images in their possession.  

 
• The Senior Designated Person for Safeguarding will be responsible for ensuring the 

safe storage of all images, in accordance with the Camera and Image Policy.  
 

• Staff and managers have a duty to report any concerns relating to potential misuse. 
Clear whistle-blowing procedures are to be in place (see Policy 2.3 Whistleblowing 
Guidelines and Procedures also the Staff Handbook).   

 
Consent  
General signed consent to take photographs or record images of children is requested from 
the parent or carer on enrolment of their child. Any consent given is to be reviewed annually 
until such time as the child no longer attends the setting. This consent will cover the taking 
of images for general purposes, such as taking photographs which will be used to document 
children’s learning. We recognise that some children are more vulnerable than others and 
therefore for a range of reasons extra precautions may be implemented.   
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Consent Procedures  

• Specific consent relating to stated uses of images is obtained in writing prior to any 
images being taken. Verbal consent is not accepted under any circumstance. Full 
permission form is in our Registration Pack. 

 
• Individuals who do not have parental responsibility, such as childminders, friends or 

other relatives are not able to give such consent.  
 

• The parent or carer reserve the right to refuse or withdraw their consent at any time. 
Partial or restricted consent may also be given where deemed necessary by the 
parent or carer.  

 
• Specific consent for the use of images for purposes other than those previously 

stated and agreed will be requested, for example, should images be required to 
support the training needs of staff and managers. Such consent will detail how the 
photographs are to be used and for what period of time such permissions will cover.  

 
• Images of children who no longer attend the early years setting will not be used, 

unless specific consent has been obtained to cover this extended period. Generally 
consent to use images will lapse when a child leave our setting.  

 
• Should consent not be given we understand and respect the parent/carers wishes 

and put into place procedures to comply with their consent.   
 
Images  
We recognise that children could be exposed to potential risk should images be misused, 
such incidents fortunately remain very rare. 
 



We acknowledge that to minimise any danger the first step is to have a fuller understanding 
of what constitutes a risk and what behaviours may compound it.  This includes the making, 
taking and distribution of inappropriate and indecent images, and the direct or indirect 
grooming of children. We understand that such concerns are dealt with in a sensitive and 
appropriate way.     
 
Images Procedures  

• All members of staff and management are aware of the potential for images to be 
subject to misuse and are expected to agree and sign up to our Acceptable Use 
Agreement. 

• When taking photographs or videos staff should consider the purpose and context 
for any proposed image and whether it is the most effective method of capturing 
relevant information.  Sometimes images of a group of children will show an activity 
or situation to better effect, taking unnecessary close up pictures of an individual 
child are to be avoided. No child is to be favoured in photographs.  

• Sensitivity will be shown to any child who appears uncomfortable and coercion will 
not be used to encourage a child to participate.  Images will not be taken against 
their wishes and their rights not to be photographed will be respected.  

• The taking or making of images of a child or children where only one adult is present 
is to be avoided, we recognise that this may leave both the adult and child in a 
vulnerable position.  We consider it accepted practice to have two or more adults 
aware that an appropriate image is being taken.  

• Photographs are not taken of any child should they suffer an injury and we do not 
use images that could cause distress, upset or embarrassment.  However, if there is 
already a concern regarding an individual child’s safety and wellbeing, images may 
be taken, by the Lead Practitioner: Safeguarding, to help gather evidence when 
building a case in line with our Safeguarding and Child Protection Policy.  

• Images of children and young people must only be taken when they are suitable 
dress for the activity. In no circumstances, are images to be taken of children or 
young people in any state of undress.  

• Children’s names or any other identifying information does not appear alongside their 
photograph on displays or documentation panels. Name cards with images on the 
reverse side are used as a teaching aid and at Registration time under staff 
supervision.   

• We do not use images or names of our children in promotional material such as 
prospectus, web site.   

• We recognise the need to obtain consent for the use of images, is to be applied to 
adults as well as children.   

 
Using images of children supplied by a third party  
We recognise that photographs and other images are subject to copyright, which will 
generally rest with the photographer. Prior permission is therefore obtained before such 
images are used.  
 
Procedures  
Before using any image supplied by a third party written consent is obtained prior to using the 
images.   
 
Use of images of children by the media 



There are occasions where the press are invited to a planned event to take photographs of 
the children who are to take part. However, some parents may object to information about, 
and images of, their own children being published. As a result, it is to be ensured that 
parental/ carer consent will be sought before the press is to be given any access to children. 
Should a parent or carer choose not to give permission for their child to be photographed in 
such circumstances, this right must be observed at all times.  
 
Procedures  
The manner in which the press will use images is to be controlled through relevant industry 
codes of practice as well as the law. Additional checks will be carried out by the Senior 
Designated Person for Safeguarding.  
 
Where a press photographer is to be invited to celebrate an event, every effort will be made 
in advance to ensure that the newspaper’s (or other relevant media) requirements are able 
to be met. Where, for example, a newspaper is to be invited to take photographs of 
children, parental/carer permission/opinion will be the key factor in making a decision as to 
whether the press will be invited or not. An agreement will be sought between parents and 
carers and the press which will request that first names only will be published. Responsibility 
and liability however cannot be held for the actions of a third party organisation, should they 
choose not to abide by any such agreement once in place.  
 
The identity of any press representative will be verified. Access will only be permitted where 
the event is to be planned, and where press are to be specifically invited to attend. No 
authorisation will be given to unscheduled visits by the press under any circumstances. In 
the event that the press should turn up uninvited, for reasons beyond the control of the 
setting, every reasonable effort will be made to ensure that children and parents and carers 
are protected from any press intrusion.  
 
Every effort will be made to ensure the press abide by any specific guidelines should they be 
requested by the setting. No responsibility or liability however can be claimed for situations 
beyond reasonable control, and where the setting is to be considered to have acted in good 
faith.  
 
Use of a professional photographer  
We ensure that any professional photographer who is engaged to record any events will be 
prepared to work according to the terms of this policy document and the following 
guidelines:  
 

• In the context of data protection legislation, the photographer will be considered a 
‘data processor’ and any agreement with them will be in accordance with the Data 
Protection Act 1998.  
 

• Photographers will only be used where they will guarantee to act appropriately to 
prevent unauthorised or unlawful processing of images; and will insure against 
accidental loss or destruction of, or damage to, personal data.  
 

Procedures  
Only reputable photography agencies and/or professional photographers will be used. 
Photographers are to be treated like any other visitor; appropriate levels supervision will be 
in place at all times ensuring that no unsupervised access to children will be given.  
 



Photographers working within their Company’s Privacy Policy will be expected to follow its 
guidelines, however, any other professional photographer will be asked to sign an 
agreement to ensure that:  
 

• they comply with the Data Protection Act 1998.  
• images are only to be used for a specified purpose and will not be used in any other 

context. 
• images will not be disclosed to any third party unless it is to be a specific 

requirement to do so in order to fulfil the requirements of the agreement. Such use 
will also be subject to parental/ carer permission.  

 
Evidence of suitability will be required, photographic identity will be checked on arrival and 
details of Criminal Record Bureau checks will be requested. Should there be any concerns in 
respect of the authenticity of any photographer, entry will be refused. Such concerns will be 
reported as is to be deemed appropriate.  
 
Children photographing each other  
Children may on occasion be given the opportunity to photograph each other and their 
surroundings. These activities will be encouraged in a safe and enabling environment. 
 
Procedures  
When children are given the opportunity to photograph each other and their surroundings 
adults will supervise this learning and development activity and will discuss the appropriate 
use of cameras as part of their safety and wellbeing development. 
 
The right of parents and carers to take photographs and videos  
Parents and carers are not covered by the Data Protection Act 1998 if they take 
photographs or make a video recording for their own private use. The Act will therefore not 
prevent parents and carers from taking photographs or making video recordings of their 
own children within the setting environment, for example, during group celebrations.  
 
The right to refuse parents and carers the opportunity to take photographs and make videos 
is however to be reserved on health and safety grounds. This right will be implemented 
should it be deemed appropriate. For example, if an excessive use of flashlights and/or 
bulky and noisy equipment are to be considered a potential health and safety risk.  
 
Procedures  
All parents and carers are required to sign our Photography Acceptable Use Agreement 
which ensures the requirements of the Data Protection Act 1998 are adhered to and the 
wishes of other parents/carers are respected.  They agree to the following: 
 

• use recording/photography equipment only in the designated areas agreed. 

• use recording/photography equipment on the agreed date and time only. 
• respect the rights of other parents/carers and avoid taking unnecessary close-up 

images of individual children other than my own child and any images that could 
cause embarrassment or distress. 

• stop recording/taking photo or videos on the request of any staff member 
• ensure any photographs or videos are taken for my personal use only 
• not to sell, publish or display such images in any form, including uploading of photos 

on to the internet or social networking sites, in lines with the Data Protection 
guidelines. 

 



We reserve the right to withdraw consent and require any relevant images or filming to be 
open to scrutiny at any time. Staff have the authority to question anybody they do not 
recognise (subject to their own safety being ensured) should they be observed using any 
photographic equipment at events or within the general vicinity. Care will be taken at all 
times to prevent any opportunist photography or filming taking place. 49  
 
Web-cams and CCTV - Currently we do not have web-cam or CCTV facilities.  If this 
changes we will put procedures in place to monitor its use. 
 
Mobile phones - The Mobile Phone Policy 1.9 is to be referred to.  
 
Use of internet/intranet sites - The Internet Policy 1.11 is to be referred to.  
 
Websites  
We understand that the posting of images on websites may raise particular issues and 
concerns as a result we do not use images of children on our website. 
 
We understand the value offered by websites to give children extensive creative 
opportunities for design and development which will for some children provide a medium 
best suited to their individual learning style. Access to moderated websites is therefore 
encouraged in a safe and age-appropriate environment under staff supervision. 
 
Procedures  
Images of our children do not appear on our setting’s external website.  
 
The use of secure learning platforms such as ‘Tapestry’ is however to be promoted. 
Photographs of children can be securely posted and such use is to be encouraged. Parents 
or carers sign our ‘Learning Journey – Tapestry’ consent before any images are uploaded.  
 
Learning journey - Tapestry 
Under the Early Years Foundation Stage, early years practitioners and their managers are to 
be encouraged ‘to track children’s progress’ and we use Tapestry as a system for 
channelling the wealth of information gathered about individual children into a manageable 
summary. Detailed individual observations of self-initiated activity in a particular context, 
photos and special moments contained in a child’s portfolio all document the child’s unique 
learning journey’. Such portfolios will often be known as learning journeys and these are 
used to document and monitor the individual learning and development progress of each 
child in the early years age group (birth to five years).  
 
Procedures  
The information contained within each learning journey is related to an individual, 
identifiable child and is treated as personal data. Such information is stored securely when 
not in use to avoid unauthorised access to potentially sensitive data.  
 
We have Learning Journal – Tapestry Guidelines and Code of Practice which promotes and 
protects the welfare and individual rights of children. Details of this code of practice are 
included in the Registration Pack and on the Learning Journey Consent form.  
 
Consent is obtained from parents and carers should their child be photographed amongst a 
group of children and that image is included in a learning journey belonging to another 
child. It will be anticipated that this will be a regular occurrence, as group activity shots are 
to be encouraged.  



 
If parents and carers request to view any images before they are to be included in a 
learning journey they can do so. Parents and carers are permitted to restrict their consent 
this may mean that group images can only be included in specified learning journeys.  
Should it not be possible to obtain consent, the relevant image will not be shared across 
learning journeys of other children.  
 
Individual learning journeys are provided for the benefits of the individual child and their 
parents or carers. Parents and carers have the responsibility for choosing what to do with 
any personal data contained in the learning journey, once it is to be in their possession, 
however parents are made aware that they are not permitted to ‘publicise’ any information 
contained within the Learning Journal.    
 
Consent is obtained from parents/carers to transfer the Learning Journal once a child leaves 
our setting. 
 
Early years practitioners training portfolios  
During training, early years practitioners may be required to compile portfolios which will be 
used to document and evidence their own learning. Part of this documentation is likely to 
include images and video clips of the early years practitioner working alongside children 
participating in various activities. Should such evidence be required, parent or carer consent 
will be requested.  
 
The Senior Designated Person for Safeguarding has a duty of care to ensure early years 
practitioners act responsibly in compiling the images and video clips to be included in 
training portfolios. Early years practitioners will therefore be monitored in their taking, 
making and use of such images and video clips. All images or video clips will be subject to 
scrutiny and regular audits will be carried out to ensure all relevant policies and procedures 
are to be adhered to.  
 
Procedures  
The Senior Designated Person for Safeguarding oversees the compilation of images and 
video clips to be used by early years practitioners when completing training portfolios. Any 
images or video clips which are to be deemed unsuitable for any reason will not be included.  
Should images or video clips be considered inappropriate, the Senior Designated Person for 
Safeguarding will ensure the ICT Misuse Policy is to be applied.  
 
Displaying images  
It must be ensured that still images and video clips are to depict children in an appropriate 
way. The identity of individual children is protected. Particular caution is taken where images 
are displayed in a public place. (The definition of a public place includes any areas where 
parents and carers, members of the public and visitors have access).  
 
Procedures  
Currently digital photo frames are not used to display slideshows of children at play.  We 
understand that if digital photo frames are used specific consent must be obtained from 
parents and carers and that increased sensitivity and security procedures are to be observed 
when they are in use.  
 
Display panels are encouraged and include photographs, observation notes and transcripts 
of children’s communications. Care is taken to ensure individual children are not identifiable, 
for example;  



 
• children are not be named if their photograph is displayed;  
• transcripts of communications (which may add to a child’s personal profile) are 

placed randomly across the display panel and are not to be attributed to individual 
children,  

• observation notes relating to individual children be displayed, confidentially must be 
observed at all times, 

• photographs of children are purposeful and show them in an appropriate context.  
 
Storage and disposal  
Digital images stored as part of the Learning Journal (Tapestry) and for General Setting 
Evidence, or printed images for Historical Setting Evidence, are stored and disposed of 
securely.  Our aim is to prevent unauthorised access, ensure confidentiality and protect 
identity. All images are stored and disposed of in line with the Data Protection Act 1998.  
 
The Senior Designated Person for Safeguarding ensures all images are permanently wiped 
from memory cards, computer hard and portable drives or other relevant devices once the 
images are no longer of use. 
 
Procedure  
Learning Journal (Tapestry) 
Images stored within Tapestry are administered by us for the duration of the child’s time 
within the setting.  If a child leaves our setting to attend either another setting or school 
who uses Tapestry we ensure that the learning Journal is transferred securely. 
 
General Setting Evidence 
Images are not kept for longer than one academic year they are protectively stored and 
password protected on the computer hard drive or other appropriate storage device.   Such 
equipment will be stored securely and access will be restricted.   
 
Historical Setting Evidence 
Printed hardcopy photographs are kept securely to evaluate progression and development 
within the preschool environment. 
 
Images will only be stored on portable storage devices for a temporary period ie for transfer 
purposes. Express permission must be obtained from the Senior Designated Person for 
Safeguarding and effective security measures are in place.  
 
Security measures applied to images are the same as those for personal data as outlined in 
Policy 10.8; they are as follows:  
 

• Images are classified as protected, restricted or confidential.  

• All images (including those held within learning journeys) will remain on site at all 
times unless prior explicit consent has been given by both the Senior Designated 
Person for Safeguarding, and when appropriate the parent or carer of any child 
captured in any photograph. Should permission be given to take images off site, all 
relevant details will be recorded, for example who, what, when and why.  

• When images are no longer required they are marked for relevant disposal. Printed 
photographs are returned to the parent or carer, or shredded as appropriate.  

• Copies are not taken of any images without relevant authority and consent from the 
Senior Designated Person for Safeguarding and the parent or carer.  



• A record of all consent details are kept on file. Should permission be withdrawn at 
any time, all relevant images will be removed and disposed of and the record will be 
updated accordingly.  

 
 
 
 
Security  
All images are handled as personal data and deemed to be of a sensitive and confidential 
nature. We recognise that damage or distress could be caused if security is breached. The 
responsibility of being in a position of trust in handling such data is taken seriously.  
 
The Senior Designated Person for Safeguarding is responsible for ensuring all information is 
handled appropriately and securely. Should there be any concerns over breaches of security, 
the Senior Designated Person for Safeguarding and/or the registered person will undertake 
an investigation as is deemed appropriate. All such incidents are recorded and where 
necessary reported to the relevant authorities. Any actions which are identified as a result of 
any investigations will be implemented with immediate effect.  
 
Procedures  
Security procedures are monitored and reviewed regularly throughout the academic year on 
our termly risk assessment.  
 
Under the Data Protection Act 1998, reasonable steps are taken to ensure the reliability and 
suitability of any individual who has access to personal data.  
 
Early years practitioners, supervisors and managers are considered to be in a responsible 
position of trust. We have effective and safe recruitment procedures, and regular checks 
ensure the on-going suitability of all new and existing early years practitioners, supervisors 
and managers.  
 
All relevant checks must be completed before any new employee, volunteer or student is to 
be given unrestricted access to children and/or their personal data. All early years 
practitioners are to be required to follow confidentiality and information sharing procedures 
which are agreed to at the time of induction.  
 
The following aspects of security are managed accordingly:  
 

• Physical security - effective measures are in place to ensure physical security and to 
protect against theft, including that of ipads, laptops, computers, cameras, and any 
personal data, including photographic images.  

 
• Computer security – effective measures are implemented to ensure computer 

security. Awareness will be raised in respect of technological advancements which 
could put online systems at risks. Security is updated as and when it is required.  

 
• Security procedures are proportionate to the potential risks involved and are subject 

to constant monitoring and review.  
 

1.13  Internet and E-Safety   
 



Policy statement    
 
This Policy aims to outline safe and effective practice in the use of the internet. It provides 
advice on acceptable use and effective control measures to enable children and adults to 
use ICT resources in a safe online environment.  
 
We consider the internet as part of everyday life with children being at the forefront of this 
online generation. Knowledge and experience of information and communication technology 
(ICT) is considered an essential life skill. Developmentally appropriate access to computers 
and the internet in the early years significantly contributes to children’s enjoyment of 
learning and development.  
 
We appreciate that children learn effectively when they are given managed access to 
computers and have control of their own learning experiences.  All staff and management, 
alongside parents and carers, consider it our duty to make children aware of the potential 
risks associated with online technologies. We begin the process of giving them the tools and 
information for them to continue developing their knowledge and skills to keep safe, without 
limiting their learning opportunities and experiences.   
 
The Internet Policy applies to internet access through any medium, for example, 

computers, mobile phones and ipads and to all individuals who have access to 
and/or be users of work-related ICT systems. 

 
EYFS key themes and commitments  

A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.3 Keeping safe 2.1 Respecting each 
other 
2.2 Parents as 
partners 

3.4 The wider context  
 
 

   
Responsibilities  
 
The Senior Designated Person for Safeguarding (SDPS) and the ICT Registered Person are 
responsible for online safety and manages the implementation of the Internet Policy.  
 
They will ensure: 
 

• day to day responsibility for online safety issues and will have a leading role in 
implementing, monitoring and reviewing the Internet Policy.  

• all ICT users are made aware of the procedures that must be followed should a 
potentially unsafe or inappropriate online incident take place.  

• receipt, recording, monitoring and filing of reports should a potentially unsafe or 
inappropriate online incident occur, this is documented in our Online Safety Incident 
Log.  

• all necessary actions are taken to minimise the risk of any identified unsafe or 
inappropriate online incidents reoccurring.  

• regular meetings take place with the registered person and senior managers to 

discuss current issues, review incident reports and filtering/change control logs.  



• effective training and online safety advice is delivered and available to all early years 
practitioners and their managers, including advisory support to children, parents and 
carers as necessary.  

• timely liaison, where appropriate, with other agencies in respect of current online 
safety practices and the reporting and management of significant incidents. 

 
Procedures  
 
Password security  
We understand that maintaining password security is an essential requirement for our 
setting and management, particularly as staff have access to sensitive information. A list of 
authorised ICT users is maintained in our Authorised ICT User Log and access to sensitive 
and personal data is restricted.  
 

• Staff are responsible for keeping their passwords secure and must ensure they are 
regularly up-dated – at least termly.   

• All ICT users are encouraged to have strong passwords which include an impersonal 
combination of numbers, symbols and lower/upper case letters.  

• Sharing passwords is not considered secure practice. 
• Should ICT users become aware that their password security has been compromised 

or has been shared, either intentionally or unintentionally, the concern must be 
reported to the Senior Designated Person for Safeguarding or ICT Registered Person 

• We consider it good practice for computers and laptops to be set to ‘timeout’ the 
current user session should they become idle for an identified period. All ICT users 
are encouraged to ‘log out’ of their accounts when they leave a computer/ipad 
unattended.  

 
Internet access  
We consider it essential that internet access for all ICT users is managed and moderated to 
protect them from deliberate or unintentional misuse. Every reasonable precaution is taken 
to ensure the safe use of the internet.  We acknowledge, however, that it is impossible to 
safeguard against every eventuality.  
 
We have put the following control measures in to place to manage internet access and 
minimise risk:  
 

• Secure broadband or wireless access.  

• A secure, filtered, managed internet service provider and/ or learning platform.  

• Secure email accounts.  

• Regularly monitored and updated virus protection.  

• A secure password system.  

• An agreed list of assigned authorised users with controlled access.  

• Clear Acceptable Use Policies and Agreements.  

• Effective audit, monitoring and review procedures on a weekly, termly and annual 
basis.  

• Online activity is monitored to ensure access is used appropriately. 



• Computers and ipads are sited in areas which can closely supervised ensuring they 
are appropriately monitored.  

Should adults discover any potentially unsafe, inappropriate or extremist material they are to 
hide the content from view and follow our procedures laid out in the Misuse Policy.  
 
Children only have access to the internet under close adult supervision, if potentially unsafe 
or harmful material is accessed the adult will immediately follow the procedure outlined 
above. 
 
All staff and management are made aware of the risks of compromising security, for 
example from connecting personal mobile devices to work-related ICT systems and such use 
is to be avoided as far as it is practically possible. Should, on occasion it be unavoidable, it 
will be subject to explicit authorisation by the Senior Designated Person for Safeguarding 
and/or the ICT Registered Person. Such use will be stringently monitored.  
 
Should it be necessary to download unknown files or programmes to any work related 
system, it will only be actioned by authorised ICT users with express permission from the 
Senior Designated Person for Safeguarding and/or the ICT Registered Person. All such use 
will be effectively managed and monitored.  
 
All users are responsible for reporting any concerns encountered using online technologies 
to the Senior Designated Person for Safeguarding and/or the ICT Registered Person.  
 
Online communications  
All official and sensitive online communications occurs through our secure filtered email 
account. We understand that web-based commercial email services are not considered 
secure.  
 

• All email correspondence are subject to scrutiny and monitoring.  
 

• All ICT users are expected to write online communications in a polite, respectful and 
non-abusive manner, the use of emoticons is discouraged.  

 
• Our filtered internet server is used to monitor and prevent offensive material or 

spam. Should, on rare occasions, security systems not be able to identify and 
remove such materials, the incident will be reported to the Senior Designated Person 
for Safeguarding and/or ICT Registered person immediately. 

 
• We do not consider it appropriate for staff or management  to engage in personal 

online communications with our children, parents or carers.  
 

• Express care is taken regarding the use of social networking sites under Principle 
Eight of the GTC Code of Practice, a copy of which can be found in the office.  

 
• Communications by whatever method should take place within clear and explicit 

professional boundaries and be transparent and open to scrutiny.  
 
• All ICT users are advised not to open emails where they do not know the sender or 

where the format looks suspicious.  
 



• Online communication is not considered private or confidential for safeguarding and 
security purposes. Such communication is monitored and must be available for 
scrutiny at any time.  

 
• We feel that it is inappropriate for children within our setting to access to online 

communications systems ie email, facebook. 
 
Managing multimedia technologies  
We appreciate that multimedia technologies, when used responsibly, provide easy to use, 
creative, collaborative and free facilities, however, we recognise that there are issues 
regarding the appropriateness of some content, contact, culture and commercialism.  
 

• Emerging technologies are to be valued for the learning and development 
opportunities they will provide for children, including a move towards more 
multimedia personalised learning.  

 
• Many existing technologies such as ipads are familiar to many children, these devices 

are equipped with internet access, GPS, cameras, video and audio recording 
functions. They are considered subject to the same risks as any other form of 
technology. Effective control measures are in place to minimise risk whilst 
maximising the opportunities for children to access resources.  

 
• Access to a range of age appropriate websites is enabled, however, the children do 

not have access to multi-user live websites and resources 
 

• Access to social networking sites within our setting is restricted to adult only and 
work related.  

 
• All ICT users are encouraged to think carefully about the way information can be 

added and removed from websites by themselves and others.  
 

• We start the process of teaching children about multimedia and online safety by 
encouraging them to ask permission; make sure an adult is present; ask permission 
before posting images and information; to tell an adult if they do not recognise or 
are unsure of anything they see or do.  

 
• We appreciate the use of social networking sites in the home or social environment is 

to be seen as an exciting communication and networking tool however that their use 
can pose potential risks. We encourage parents and carers to follow our Good 
Judgement Guidelines and Procedures for social networking sites as laid out in our 
Confidentiality and Social Networking Policy.   

 
• We recognise that all staff, volunteers and students are likely to use social 

networking sites in their recreational time on their own personal computers. We 
encourage them to follow our Good Judgement Guidelines and Procedures for social 
networking sites as laid out in our Confidentiality and Social Networking Policy.   

 
• We recognise that social networking sites and mobile technologies can be used for 

negative and anti-social purposes. Cyberbulling, for example, is considered as 
unacceptable as any other form of bullying and effective sanctions are in place to 
deal with such concerns. Any known or suspected incidents must be reported 
immediately to the Senior Designated Person for Safeguarding.  



 
Emerging technologies  
Emerging technologies will be considered and examined to determine potential learning and 
development opportunities, their use is risk assessed before being used by children. Where 
necessary, further training and guidance is to be sought to ensure appropriate and safe use 
of any new technologies. 
 

1.14 Confidentiality and Social Networking  
 
Policy statement 

 
In our pre-school, staff, Directors and managers can be said to have a ‘confidential 
relationship’ with families. It is our intention to respect the privacy of children and their 
parents and carers, while ensuring that they access high quality early years care and 
education in our pre-school. 
 
We recognise that many individuals use the internet for personal purposes and that they 
may participate in social networking or set up ‘blogs’. Whilst we appreciate that individuals 
are free to use it in this way, they must ensure that they do not breach the law or disclose 
anything that could be considered confidential information by Acorns Community Pre-
School.  
 

EYFS key themes and commitments 
 
A Unique 
Child 

Positive 
Relationships 

Enabling 
Environments 

Learning and 
Development 

1.3 Keeping safe 2.1 Respecting each 
other 
2.2 Parents as 
partners 

3.4 The wider context  
 
 

 
We recognise that social media, professional networking sites, rapid-fire communications, 
blog sites and personal web sites are all useful technologies; however, we also recognise 
that no information posted on the internet is totally secure. Directors, management, staff, 
volunteers and students are encouraged to use ‘good judgement’ when posting material 
on-line. 

 
‘Good Judgement’ Guidelines 
 
We encourage directors, management, staff, volunteers and students to maintain a 
professional attitude when using social media technologies, especially with matters 
relating to the setting.  
Following are some guidelines which can be used to help foster a healthy and 
respectful attitude when using social networking technologies.  

 
• Remember that the security of information posted on-line can not be 

guaranteed.   
• Remember that if you do not want the information to be made public 

consider very carefully the medium with which you communicate.  
• Remember even though you may think you are anonymous or use an alias, 

you could still be recognised. 



• Be aware that some information, images/videos may be perceived as 
inappropriate for a childcare professional or someone involved in the setting’s 
management.  

• Consider the possibility of negative consequences once information, 
images/videos has been posted on-line.  

• Be aware that having families of children currently attending the setting and 
their friends as “friends” is not considered ‘good practice’ for those involved 
in childcare. 

 

Procedures for individuals 
 

• All individuals should be aware that they are responsible for reading and 
adhering to the terms of service of all the social networking sites they use. 

• Adding children, parents and carers as ‘friends’ to a social networking site should be 
avoided.  

• Guidelines indicate that using restricted viewing i.e. from confirmed “friends” 
is considered to be ‘best practice’. 

• Any material posted on-line with reference to ‘Acorns Community Pre-School’ 
by directors, management, staff, volunteers or students is the responsibility 
of the poster. 

• Posts should not be made in reference to the children in our care, their 
parents/carers, directors, management, staff, volunteers or students or other 
professionals that may have contact with the setting. 

• Posts should not be made in reference to any information that is seen as 
specific to the running of the setting i.e. financial information, occupancy, 
staffing. 

• All individuals should ensure that the use of such sites will not compromise 
professional integrity or bring the early years setting into disrepute.  

• Images/videos or other material published should not identify the setting or 
children. 

• Images/videos of directors, management, staff, volunteers or students 
should not be used without the express permission of any individuals 
concerned. 

• Any individual found to have posted remarks, or comments that breach 
confidentiality, can be interpreted as cyber bullying and/or are deemed to be 
of a detrimental nature to the reputation of the setting, directors, 
management, staff, children or families will be expected to take responsibility 
for their actions.  

• Breach of confidentiality by directors, management, staff, volunteers and 
students can lead to some form of disciplinary action up to and including 
termination of employment. Disciplinary procedures are laid out in the ‘Staff 
Handbook’. 

• All individuals should be aware that using social networking sites is limited to 
outside normal working hours. 

 

Procedures for the setting 
 

• Pre-School technology assets including computers, internet access, e-mail etc 
are intended for the managing and running the setting on a daily basis; 
gaining information to support training and for staff to acquire knowledge to 
assist the continuous development of the Pre-School.  



• Directors, management and supervisors have to be aware of standards and 
procedures adopted by the setting with relation to social networking. 

 


