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Key contact details		
Name of nursery:

Head of nursery:	
Name:
Contact details:

Designated safeguarding lead:
Name:
Contact details:

Deputy designated safeguarding lead:
Name:
Contact details:	
Designated paediatric first aid:
Name:
Contact details:				
London Borough of Camden 
Early Years Quality Support and Training contact
Name: Kay Williams
Tel: 020 7974 4305

Children’s Contact Service/MASH team:
Service Manager: Tracey Murphy
Tel: 020 7974 1553/3317

Lead Child Protection Practitioners 
Name: Hellen Stack: Tel: 0207 974 1833
Conor Young: Tel: 020 7974 3317

Local Authority Designated Officer (LADO):
Name: Jacqueline Fearon
Contact details: 020 7974 4556
Email: LADO@camden.gov.uk

Safeguarding lead officers:
Name: Michelle O’Regan (Head of Service – Family Help)
Tel:  020 7974 1905
Name: Dee Larkin (Service manager) Tel: 020 7974 4883
Name: Patricia Williams (Service manager) Tel: 020 7974 1558
Name: Jessica Schuldenfrei (Service manager) Tel: 0207 974 6053

Prevent Co-ordinator/Education Manager
Name: Jane Murphy
Tel: 020 7974 1008
 Italicised font within the model policy indicates guidance. Normal font indicates text that can be used in the nursery’s own policy.
A: 	SAFEGUARDING AND CHILD PROTECTION
1	Introduction
This model policy provides guidance for nursery settings in Camden to help them meet statutory safeguarding duties set out in section 39(1)(b) of the Childcare Act 2006 and the Early Years Foundation stage statutory framework. The nursery will provide a safe learning environment and ensure staff and volunteers have the skills and knowledge to take action where children need extra support from early help services or require a Family Help service because they are in need of help and protection. 

For the purposes of this policy: Nursery means any group-based setting providing early years childcare on non-domestic premises. 
· Nursery manager means anyone who has overall responsibility for the management of the nursery or setting. 
· Parent covers mothers, fathers and other carers who have parental responsibility or are involved in the day-to-day care of a child.
· The Multi-Agency Safeguarding Hub (MASH) is part of the Children and Families Contact Service that deals with all referrals for a social care service.
· The Local Authority Designated Officer (LADO) is a social worker who is responsible for managing and overseeing allegations against adults who work with children, including paid staff, volunteers, agency workers, and self-employed individuals who come into contact with children as part of their role.

This document is a model policy that sets out the required statutory standards for nurseries and as such, nurseries will need to supplement the policy in some areas to cover their own procedures. Nurseries that are members of the Learning Alliance, NDNA or similar organisation can use their policy templates or alternatively, use suitable templates that can be found online.

2	Roles and responsibilities
2.1	Nurseries 
The Nursery manager is responsible for oversight of safeguarding practice in the nursery and ensuring the nursery meets its statutory safeguarding and child protection duties. This includes ensuring:
· robust safeguarding policies and procedures are in place 
· staff and volunteers receive a suitable induction and appropriate training 
· safer recruitment practices and robust staff/volunteer conduct and behaviour policies are in place.
The Designated Safeguarding Lead (DSL) and their deputy is responsible for taking the lead on safeguarding and child protection responses within the nursery and to be available during working hours for staff to discuss safeguarding concerns. 
Responsibilities include:
· managing referrals to Children’s Safeguarding and Family Help (CSFH) via the MASH, and liaising with relevant agencies such as Camden Safeguarding Children Partnership (CSCP), the LADO, the Channel Panel, the Police and the Disclosure and Barring Service (DBS) 
· keeping records of decisions made and the rationale for them
· providing advice and guidance for staff and volunteers on safeguarding and child protection issues, overseeing referrals and supporting staff through the referral process
· overseeing safeguarding and child protection activity within the nursery
· attending regular LADO briefings, relevant CSCP and other training to keep up to date with new policy, emerging issues and local early help, safeguarding and child protection procedures and working practices in Camden
· ensuring staff and volunteers receive safeguarding training, which can be accessed via the Early Years training hub, every 2 years and providing regular updates received from Camden to all staff members and volunteers on any changes in safeguarding or child protection legislation
· discuss all training attended with staff and support them to put their learning into practice.
Please note: the Nursery manager can be the DSL.
Nurseries can record any further policies or information here. 


2.2	All individual staff 

· Staff are responsible for their own actions and behaviour and should avoid any conduct which would lead any reasonable person to question their motivation and intentions. 

· Staff should apply the same professional standards regardless of culture, disability, gender, language, racial origin, religious belief and sexual orientation. 

· Staff should be aware that breaches of the law and other professional guidelines could result in disciplinary action being taken against them, criminal action and/or other proceedings including barring by the Disclosure & Barring Service (DBS) from working in regulated activity, or for acts of serious misconduct prohibition from teaching by the Teaching Regulation Agency (TRA). 

· Staff should discuss and/or take advice promptly from their line manager if they have acted in a way which may give rise to concern. 

Staff:

· are responsible for safeguarding
· must be able to identify the signs and symptoms of abuse 
· must ensure all accidents, incidents and existing injuries are recorded promptly
· must be able to identify concerns (Early Help/Family Help/Child Protection/Allegations Against Professionals)
· must be familiar with internal reporting procedures and processes (reporting safeguarding concerns and allegations to the DSL)
· must ensure that all safeguarding concerns are shared promptly with the DSL on duty
· must be able to challenge professional safeguarding decisions internally/externally with other agencies
· must refer/escalate a case if they disagree with the DSL not to refer, with respect and transparency
· must be aware of whistleblowing procedures (see section 10.4)
· must understand the difference between reporting a safeguarding concern and whistleblowing about unsafe or unaddressed practice 
· are responsible for reading and reviewing the safeguarding polices (regardless of where they work within the nursery setting).

2.3	Camden Integrated Early Years Services

Integrated Early Years Services will support the nursery to safeguard and promote the welfare of children by: 

· co-ordinating the delivery of integrated Early Years services within the borough, including an early help service
· providing the nursery with advice, support and guidance, model policies and procedures, training and dedicated lead officers with responsibility for child protection, safeguarding and online safety.



2.4	Children’s Safeguarding and Family Help (CSFH) and the MASH

CSFH, which includes Targeted Early Help services, will support the nursery to safeguard and promote the welfare of children in the following way: 

· The MASH will deal with referrals for social care services and with any enquires where the child is not already receiving a service from the Family Help Service. 
· The Family Help service will co-ordinate the delivery of services for children who meet the threshold for a targeted early help service or a child in need service.
· CSFH will provide statutory social work services under the Children Act 1989 including child protection interventions for children at risk of harm.
· CSFH will deal with allegations against members of staff and volunteers through the Local Authority Designated Officer (LADO).

2.5	Working with parents 

The nursery recognises the importance of working in partnership with parents and carers to ensure the welfare and safety of children and will: 

· make parents and carers aware of the nursery’s statutory role in safeguarding and promoting the welfare of children, including the duty to refer where necessary
· make sure all the nursery policies are available online or on request
· provide opportunities for parents and carers to discuss any problems with their child’s key person and other relevant staff
· consult with and involve parents and carers in the development of nursery policies to ensure their views are taken into account
· ensure a robust complaints system is in place to deal with issues raised by parents and carers
· provide advice and signpost parents and carers to other services and resources where children need extra support
· ensure that there are at least 2 emergency contact numbers available for the child (excluding parents and carers)
· ensure that there are clear details on file about who can and cannot collect the child.

The nursery understands that where families are receiving a service from the Family Help service, parents may be angry and frustrated, and this may be reflected in their behaviour towards staff.  Where there are concerns about the behaviour of parents towards members of nursery staff, this must be shared with the allocated Family Help practitioner. If there are high levels of risk involved in contact with parents, the allocated Family Help practitioner may convene a risk assessment meeting with the network to discuss strategies to reduce risk, and it is vital that the nursery is part of this process.

· Nurseries should record any additional policies and procedures here.
· Nurseries/settings should also be aware of the additional guidance available from the DfE on dealing with issues around parental responsibility 
https://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility

2.6	Multi-agency working 

The nursery will work in partnership with relevant agencies to meet its obligations under section 11 of the Children Act 2004 and Working together to safeguard children 2026. 

The nursery is a relevant agency under CSCP safeguarding arrangements and recognises its vital role in safeguarding children from 0 to 5 years and its statutory duty to co-operate with the CSCP to ensure joint working with partner agencies to improve outcomes for children in Camden. 

Some children attending the nursery may be known to the Family Help service and have an allocated Family Help lead practitioner. The nursery will ensure that every effort is made to work in partnership with the allocated lead practitioner and that any absences or safeguarding and child protection issues are reported to them immediately. Nursery staff (normally the child’s key person) will provide reports and attend professional network meetings as required.

Nurseries can record any further additional policies and procedures here. 


2.7	Working with children with special educational needs and disabilities (SEND)

The nursery will ensure that arrangements are in place to support children with special educational needs and disabilities and will work to the standards set out in the SEND code of practice.

The nursery is aware that children with SEND may be more vulnerable to harm and neglect and will take note of the CSCP guidance Safeguarding children with disabilities.

Nurseries can record any further additional policies and procedures here. 


3	Safeguarding children
3.1	Safeguarding duty 
The nursery recognises its duty to safeguard children:  
· providing help and support to meet the needs of children as soon as problems emerge
· protecting children from maltreatment, whether that is within or outside the home, including online
· preventing impairment of children’s mental and physical health or development
· ensuring children are growing up in circumstances consistent with the provision of safe and effective care
· taking action to enable all children to have the best outcomes.

As part of this safeguarding duty, the nursery will make appropriate referrals to the MASH where children and families need extra help or there are concerns about a child’s safety or welfare.
The nursery will refer to the London Safeguarding Children thresholds to help make decisions on the child’s level of need and the appropriate service to refer on for services. Staff will consult with the designated safeguarding lead for advice and to discuss the case prior to making any referral for services. 

All referrals for a children’s social care service will be made in writing to the MASH.  Staff will also share information and work in an integrated way to ensure a co-ordinated response from agencies to support families and meet the child’s needs.
3.2	Referral for a Family Help service
Referrals will be made to the MASH for the following children:

· Where staff identify children whose family needs extra help at an early stage to prevent problems from escalating. The nursery will also consider what early help support can be offered to the family by the nursery. 

· Where staff have concerns about a child’s safety or welfare.

Staff will act immediately by seeking the advice of the designated safeguarding lead or their deputy. Following consultation, the designated safeguarding lead should decide on whether to make a referral to the MASH. 

The nursery has a legal basis under the Children Act 2004 to share information without parental consent where there are safeguarding concerns. Parental consent will not be sought but the nursery will inform the parents that a referral is being made unless this would put the child at further risk of harm.
The MASH will inform the nursery within 1 working day of the outcome of any referral and what action will be taken. This may include:
· carrying out a Family Help assessment to identify the child’s needs  
· convening a strategy meeting under child protection procedures as set out below for any child where there are concerns about significant harm and/or take any immediate action in order to protect the child
· providing services and support via a Family Plan where the child meets the threshold for a service.

3.3	Monitoring absences 

The nursery needs to ensure there is a policy in place, which must be shared with parents, setting out how the nursery will respond to absences. 
· When the child first joins, the nursery will make parents aware of expectations for their attendance and how they should notify the nursery of any absences.
· Parents will also be informed about how the nursery will respond to absences.
· On the first day of an unexplained absence, after 30 minutes of a child’s start time, a member of staff must call the parents to enquire of the child’s wellbeing and update the register where a response is established.
· Where a parent cannot be reached, staff will contact the child’s emergency contact numbers.
· If no contact is made by midday, senior managers will discuss if a welfare visit should be made.
· When making this decision the designated safeguarding lead will take into account all information known about the child and family including any risks and vulnerabilities. 
· Where a child is known to the Family Help service, any concerning absences will be shared with their allocated lead Family Help practitioner.
· The nursery will put measures in place to monitor children’s absences and take appropriate action in response, including referral to the MASH. 
· Where families go missing and there were previous safeguarding concerns, a referral will be made to the MASH.
Nurseries can record any additional policies and procedures here. When considering actions on absences, nurseries should look for patterns or trends and consider how these may indicate potential safeguarding concerns based on the child’s vulnerability and what is known about the family’s circumstances.



3.5	Collection of children 
The nursery is required to put in place a policy regarding collection of children at the end of sessions including handing over children to adults who are not their parent or known carer and what action to take where a child is uncollected.  
The nursery will only release children to their parent’s care or to a named person where parents have notified the nursery they can collect the child; children will not be released unsupervised. Parents will be asked to provide at least 2 emergency contact details of adults who can collect the child.
Parents will be asked to notify the nursery in advance if the person collecting the child changes, giving details of the person authorised to collect the child. 
Parents will also be asked to inform the nursery where children are subject to court orders that limit contact with a named individual or when information about the child should not be divulged because it may pose a risk to the child. If anyone who is not authorised to do so attempts to collect the child, the nursery will not allow the child to leave but will contact the parent or other emergency contact immediately. 
If a child is uncollected at the end of the session, the nursery will follow the procedure agreed with the MASH:

· If a child is not collected within 15 minutes of their contracted time, staff should attempt to contact the child’s parents or carer by telephone at their home or place of work. 
· If the parents or carer cannot be contacted, the emergency contact numbers noted in the child’s file should be telephoned until all contacts have been exhausted.
· If this fails to provide suitable offers of care for the child by the time the nursery closes, the Nursery manager will phone the Police and the MASH.
· Staff should follow the advice given by the MASH practitioner who may make arrangements for the child to be transported to the MASH office. Any advice will be followed through by the manager on site (or the named person in charge). Advice given and action taken must be recorded. 
· While waiting for the support to arrive, staff should continue to try the telephone numbers provided by parents and carers as appropriate. 
· Most importantly the child should be re-assured and given an age-appropriate explanation. While waiting the child should be kept occupied minimising the risk of the child becoming anxious.
· Before finally handing over the responsibility of the child to the MASH practitioner, staff must ensure that the child’s parent or carer is informed of where their child will be. A note should be left on the entrance to the nursery and a message left on their telephone (where possible) informing the parent or carer of the address and telephone number of MASH.

Nurseries can record any further policies and procedures here. 



Other safeguarding issues 

· Some children may exhibit behaviour that is harmful to themselves or others, for example through bullying or harmful sexual behaviour. The nursery recognises the importance of responding appropriately to incidents and will keep in mind the need to safeguard both children. The nursery will follow the CSCP Child on child abuse protocol and the Harmful sexual behaviour protocol and make appropriate referrals to the MASH on behalf of both children. 

· The nursery’s safeguarding duty includes the duty to promote British Values to counter the extremist narrative and prevent children from being radicalised and drawn into terrorism. Where children are in contact with adults who may have become radicalised, for example family members, the nursery will need to take action to safeguard the child and should consider referring parents on to Camden’s Channel Panel under the Prevent strategy. 

4	Child protection procedures 
4.1	Role of the nursery

The nursery will follow the guidance set out in these documents to support the protection of pupils who are at risk of significant harm. 


· EYFS statutory framework for group and school-based providers
· Working together to safeguard children (DfE 2026)
· What to do if you’re worried a child is being abused (DfE2015) 
· The London Safeguarding Children procedures
· Keeping children safe in education (DfE 2026)

In line with these policies, the nursery will:

· identify any child where there is child protection concerns and make a referral to the MASH
· attend child protection case conferences to effectively share information about risk and harm
· contribute to the development and monitoring of child protection plans as a member of the core group
· carry out the nursery role in implementing the child protection plan, monitoring the child’s wellbeing and liaising with the allocated Family Help lead practitioner as required.

4.2	Recognition

· Staff have a responsibility to identify those children who are suffering from abuse and neglect and to ensure that any concerns about the welfare of a child are reported to the designated safeguarding lead.
 
· Staff should refer to the London safeguarding children procedures for full definitions of abuse, harm and neglect. The London Safeguarding children thresholds sets out the indicators for level 4 child protection intervention.

· Any concerns held by staff should be discussed in the first instance with the designated safeguarding lead or their deputy and advice sought on what action should be taken. Where required, advice on thresholds and indicators of harm can be obtained from the MASH practitioner on a no-names basis. 

· Concerns may be monitored over time and these concerns and any incidents of a child protection nature should be recorded on chronology sheet and the record of concern shown at Appendices 3 and 4. 

Nurseries must ensure there is a form available for staff to record information where there are safeguarding and child protection concerns. Recommended template forms are shown at Appendices 3 and 4. 

Dealing with disclosures 

The nursery recognises that some children may disclose harm and abuse in an age-appropriate way. If a child discloses to a member of staff that they are being abused, the member of staff should;

· listen to what is said without displaying shock or disbelief and accept what the child is saying
· allow the child to talk freely
· reassure the child, but not make promises that it may not be possible to keep, or promise confidentiality, as a referral may have to be made to the MASH
· reassure the child that what has happened is not their fault and that they were right to tell someone.
· not ask direct questions but allow the child to tell their story
· clarify concerns if necessary (TED: Tell, Explain, Describe) 
· explain what will happen next and who has to be told
· not criticise the alleged perpetrator
· immediately (before speaking to anyone) make a formal record on the monitoring/incident form and pass this to the designated safeguarding lead
· Body Maps may be used to support recording concerns around physical injury.

For babies and pre-verbal children:

· As this cohort will be unable to verbally disclose staff will remain aware of non-verbal forms of communication such as distress etc. Further information can be accessed via the NSPCC voice of the infant video. 

· Staff should also be aware of the CSCP guidance on bruising in pre-mobile infants.

Referral

· A decision on whether or not to refer a child to the MASH should be made by the designated safeguarding lead following a discussion with the member of staff who has raised concerns. 
· Referrals should be in writing either by the member of staff raising concerns or by the designated safeguarding lead. Urgent child protection referrals will be accepted by telephone but must be confirmed in writing within 48 hours.
· Where there is any doubt about whether the concerns raised meet the thresholds for a child protection referral, the designated safeguarding lead may discuss the case on a “no names” basis with the MASH team practitioner to obtain advice on how to proceed.
· Parental consent is not required to make a referral but parents should be informed that a referral is being made unless this would place the child at risk of further harm, interfere with a criminal investigation or cause undue delay. 
· If the child already has an allocated Family Help lead practitioner, the referral should be made directly to them. 
· If the child is not already known, referrals should be made to the MASH. If the child lives outside Camden, a referral should be made to their home local authority. 
· All referrals will be acknowledged by the MASH within 24 hours and the referrer informed of what action will be taken.

Attendance at case conferences and core groups

· The designated safeguarding lead will liaise with the MASH to ensure that all relevant information held by the nursery is provided to CSFH during the course of any child protection investigation. 

· The designated safeguarding lead will ensure that the nursery is represented at child protection case conferences and core group meetings:

· where possible, a member of staff who knows the child best, such as the child’s key person will be nominated to attend supported by the designated safeguarding lead where necessary 
· if no-one from the nursery can attend, the designated safeguarding lead will ensure that a report is made available to the conference or meeting.

4.6	Monitoring 

Where a child is the subject of a child protection plan and the nursery has been asked to monitor their attendance and welfare as part of this plan;

· monitoring will be carried out by the relevant staff member (normally the key person) in conjunction with the designated safeguarding lead
· all information will be recorded on the chronology sheet which should be updated prior to each conference and core group meeting 
· the completed chronology sheet will be kept on the child’s separate child protection file (that should be separate from the nursery record) and copies made available to all conferences and core group meetings
· the designated safeguarding lead will notify the lead Family Help practitioner if the child is removed from the nursery or goes missing.

[bookmark: _Hlk205373364]4.7	Records
· Child protection records relating to children are highly confidential and will be kept in a designated safeguarding file separate to the child’s nursery records. 
· The designated safeguarding lead is responsible for ensuring that records are accurate, up to date and that recording is of a high standard.
· All information should be recorded on the chronology sheet and record of concern form and all records should be signed and dated. 
· Records should show:

· what the concerns were
· what action was taken to refer on concerns or manage risk within the nursery
· whether any follow-up action was taken
· how and why decisions were made.

· Any incidents, disclosures or signs of neglect or abuse should be fully recorded with dates, times and locations. Records should also include a note of what action was taken.

· The chronology sheet and record of concern form must be completed
· whenever concerns arise or there is a serious incident or
· where a child is being monitored, prior to a case conference or core group meeting.

Where a child who is subject to a child protection plan transfers to another nursery or is moving up to primary school, the nursery will only pass on relevant documents needed to share information for the purposes of safeguarding the child. A conversation with the MASH team can take place to clarify what can be shared. This will be the responsibility of the designated safeguarding lead who will also pass on details of the allocated Family Help lead practitioner so that the new setting can find out all relevant information from them. 

Nurseries can record any additional child protection policies and procedures here. 




B: 	SAFE WORKFORCE
5	Safer recruitment

The nursery recognises the importance of ensuring that all staff and volunteers are suitable to work with babies and young children in a care-giving setting and that they have the relevant qualifications and training.

The nursery will inform staff and prospective staff that they must disclose any information which may affect their suitability to work with children including, but not limited to, arrests, charges, convictions, cautions, court orders, reprimands and warnings (whether received before or during their employment at the setting).

The nursery will not allow individuals to begin working or volunteering until the applicant’s enhanced DBS and barred list check has been received. Anyone whose suitability has not been checked, including through a DBS and barred list check, will not be permitted to have unsupervised contact with children being cared for.

5.1	Recruitment standards
 
· The Nursery manager will ensure that the nursery is registered with Ofsted and will provide evidence of the suitability of those working and living on the premises.
· The nursery will carry out extensive checks and enquiries on applicants for all positions, including voluntary and support roles, in accordance with statutory requirements. No staff member or volunteer will be allowed to take up posts or have unsupervised contact with children until all checks and enquiries required for that position have been satisfactorily completed.
· All applicants for positions that involve regulated activity will be subject to checks with the Disclosure and Barring Service to ensure they have not been barred from working with children. 
· DBS checks will be required for volunteers (including those who are supervised) and new employees will not be able to start employment until the outcome of checks has been received.
· All job advertisements and application forms will clearly state: 
· that the role is a safeguarding role and;
· that applicants will be expected to agree to undergo DBS and other checks as part of safe recruitment practices and; 
· that it is a requirement for applicants to disclose relevant convictions, cautions, orders or reprimands.
· Job advertisements will clearly state that applicants are required to complete an application form and CVs will not be accepted on their own. The advertisement will clearly state the nursery’s commitment to safeguarding.
· All staff members who are involved in recruitment and interviewing must have received CSCP safer recruitment training.
· Interviews can only be conducted by at least 2 panel members.
· Staff members who carry out interviews will be trained in safeguarding interviewing techniques; ideally no interview should go ahead unless at least one member of the panel has undertaken safe recruitment training. 
· Staff with responsibility for carrying out recruitment checks should ensure they 
have a copy of any relevant documents or take relevant issue numbers from documents as proof that the document has been seen.
· Checks will be taken out on existing staff where concerns arise regarding their suitability to work with children, or a person moves into a post that is a regulated activity.
· The nursery manager is responsible for keeping a single central record of recruitment checks for all staff and volunteers, to include details of all checks carried out and the outcome of these checks or any certificates obtained. 
· These records will include: 
· staff qualifications 
· identity checks
· vetting processes (including the DBS reference number)
· references that have been received
· the date a check was obtained and who obtained it. 

· Where staff are recruited via third parties such as employment agencies, the nursery manager will:
· seek written confirmation from the agency that the agency has carried out all necessary checks on the individual 
· request written confirmation of the outcome of all checks  
· ask to see the DBS disclosure prior to making any decision regarding the individual’s employment
· check the identity of agency staff when they first present for work to ensure they are person against whom the checks were taken out.

5.2	Checks to be taken out

The nursery will verify the following information for all new staff:

· The applicant’s identity must be verified from their passport or other photographic ID and proof of address must be provided.
· The applicant’s right to work in the UK must be evidenced through documentation. Only original documentation will be accepted, and its validity checked in the presence of the applicant.  
· Where the applicant will be involved in regulated activity, an enhanced DBS check will be taken out, including information from the barred list. 
· In the case of teaching staff, checks will be made on the applicant’s academic and vocational qualifications and to ensure they are not prohibited from teaching. 
· Where the applicant has been living abroad, similar enquiries will be made in the country of origin relating to the applicant’s qualifications and suitability.
· Enquiries will be made regarding the applicant’s state of physical and mental health to the extent that it may affect their capacity to carry out their role.
· Applicants will be asked to provide a full employment history and details of at least 2 referees, including previous and recent employers.  (see below at section 5.3)
· Applicants will be expected to demonstrate proficiency in the English language to enable them to provide a good level of care to babies and children including keeping records and understanding key information about medicines etc.
· The nursery manager will keep a record of all checks carried out, including reference numbers of the following documents, on staff personnel files: 

· documents used as proof of identity such as passports or driving licences
· a summary of the DBS certificate (but all other documents obtained by the nursery relating to the DBS check must be destroyed)
· documents that prove the staff member’s right to work in the UK (failure to do so can result in a fine for employing illegal workers).

Nurseries can record any further policies and procedures relating to checks here. 


5.3	References

The nursery will seek references for all members of staff or volunteers before they are recruited and will: 

· not accept open references e.g. to whom it may concern
· not rely on applicants to obtain their reference
· ensure any references are from the applicant’s current employer, training provider or education setting and have been completed by a senior person with appropriate authority
· not accept references from a family member
· obtain verification of the individual’s most recent relevant period of employment where the applicant is not currently employed
· secure a reference from the relevant employer from the last time the applicant worked with children (if not currently working with children). If the applicant has never worked with children, then ensure a reference is from their current employer, training provider or education setting
· ensure electronic references originate from a legitimate source
· contact referees to clarify content where information is vague or insufficient information is provided and to resolve any issues that emerge from the references provided
· compare the information on the application form with that in the reference and take up any discrepancies with the applicant 
· establish the reason for the applicant leaving their current or most recent post, and ensure any concerns are resolved satisfactorily before appointment is confirmed.

Where the nursery provides references for ex-employees, this will be given in a timely manner and will confirm whether the nursery is satisfied with the applicant’s suitability to work with children and provide the facts (not opinions) of any substantiated safeguarding concerns/allegations that meet the harm threshold. References will not include information about concerns/allegations which are unsubstantiated, unfounded, false, or malicious. 

Nurseries can record any further policies and procedures relating to references here. 
It is recommended that nurseries use the Department of Education reference template available at: Early_years_employment_reference_template_2025.docx


5.4	Disqualification

The nursery will follow the guidance on disqualification under the Child Care Act 2006 and will not employ any person who has been disqualified from working in Early Years settings. Checks will be carried out on all applicants to establish whether they have been disqualified.

Where the nursery becomes aware that an existing employee may meet the criteria for disqualification following a significant event that raises questions about their suitability to work in Early Years settings, the nursery will notify Ofsted within 14 days of becoming aware of the information.

Nurseries can record any further policies and procedures relating to disqualification here. 

6	Standards for staff

6.1	Code of conduct

Nurseries should have a policy in place containing the code of conduct for staff and volunteers that sets expected standards of conduct and behaviour in relation to professional standards, and relationships with children, including expected standards when using social media. The code should aim to protect staff and volunteers from the risk of allegations being made against them by providing high standards of professionalism and appropriate boundaries. 

The code should make it clear that any staff or volunteers taking medicines that may affect their ability to care for children should seek medical advice and work only if the medicine does not impact on their caring ability. The code should also state that smoking and vaping on the premises or in sight of children is prohibited. 

Nurseries can record their code of conduct here. 


6.2	Staff induction and training

Nurseries must have a comprehensive induction programme set up for new staff and volunteers to help them understand their role and responsibilities. The programme should include information on emergency evacuation procedures, safeguarding, child protection and health and safety and details of any training to be undertaken. 
· The Nursery manager will ensure that all staff receive suitable training and are fully inducted and are made aware of the nursery policies and their role in implementing these.
· The designated safeguarding lead will ensure that all staff are fully inducted with regard to the nursery’s safeguarding and child protection procedures.
· All staff must receive safeguarding and child protection training that meets the requirements of Annexe C of the Early Years Foundation Stage statutory guidance on a two-yearly basis as well as regular updates on safeguarding issues.
· The nursery manager will keep a central record of all statutory and other training undertaken by staff members.
· As well as basic safeguarding training, the designated safeguarding lead and their deputy will receive specific training on their role that meets the requirements of Annexe C of the Early Years Foundation Stage statutory guidance and other relevant multi-agency training courses provided by CSCP. Training must be renewed every 2 years.

Nurseries can record details of their induction and training programme and any further policies and procedures here. 


6.3	Staff supervision 
The Nursery manager should ensure that there is a policy in place covering the supervision of staff who have contact with children and families that provides them with opportunities to get support, coaching and training to address any issues arising from their role and help them develop their practice. 
Nurseries can record details of any further policies and procedures here. 
Supervision should provide opportunities for staff to:
· Discuss any issues particularly concerning children’s development or well-being, including child protection concerns
· Identify solutions to address issues as they arise
· Receive coaching to improve their personal effectiveness.

6.4	Use of mobile phones, cameras, smart watches and Devices 
The nursery is aware that staff and parents will have access to mobile phones and other devices that can be used for recording and sharing images and will put in place the following rules on their use in the nursery to ensure children remain safeguarded.

· Staff are not permitted to make or receive calls or texts during working hours as 
this inevitably impacts on performance. All staff are requested to store their mobile phones/smart watches in the lockers or store cupboards provided. 

· Use of personal mobile phones is limited to staff breaks and only in a designated area away from children. The nursery manager will arrange a system for taking important messages and placing these in an agreed place. Only in the case of a real emergency should a member of staff be contacted and interrupted during their activities and sessions with children. 

· Staff should be vigilant to the use of mobile phones/smart watches and other recording devices by visitors to the nursery and to challenge the visitor and report the matter to the DSL/ nursery manager. 

· The nursery may have a mobile phone to use in case of emergency or on outings/home visits if required.  The responsibility for this phone and its appropriate use rests with the senior member of staff on duty or the outing leader. Care must be taken to ensure that use of this mobile is appropriate to the situation as it arises. 

· For nursery settings who require staff to use mobile phones as a method of communication between staff during working hours, a risk assessment must be put in place to support staff in the correct use. The mobile use will be monitored by the nursery manager. The use of the phone camera is strictly prohibited. 

· Staff are not permitted to use personal recording equipment at any time whilst in the nursery.  Personal recording equipment includes mobile phones with cameras on, personal cameras, personal camcorders, video recorders, voice recorders or anything that belongs to staff, and not the nursery, that children could be photographed or recorded on.

· Staff may use the nursery equipment and devices to take pictures to support assessment, record progress and for display purposes, but permission must be sought from parents or carers. Where images and videos of children are used for curriculum-based activities, interventions and publicity parents and carers will need to sign a permission form in advance. 

· Staff should ensure that images and recordings are stored, transferred and shared securely and are not transferred to personal devices, accounts, messaging services or social media.

· [bookmark: _Hlk142040046]Parents, carers and other visitors are not permitted to use their mobile phones/smart phone or any other recording devices (including taking pictures of their children) whilst on the premises. If a parent needs to take a call in an emergency, they will be asked to take the call outside.  The nursery manager will ensure that a sign is displayed in the entrance to remind all users of this. 

· The nursery does not allow mobile phones or any other personal device that can be used to record photos or videos within areas where children’s activities take place. Children, parents, carers or spectators must not take photographs or film nursery events except when authorised to do so and guidance will be provided by the nursery manager. Parents and carers will only be permitted to take photos or video their own child/ren and any images recorded with authorisation are for personal use and should not be shared, including through social media.

· The Nursery will put in place systems for checking on the use of any devices that the Nursery provides to staff for use in connection with their duties. The designated safeguarding lead is responsible for monitoring how these devices are used, logging their use, ensuring security of devices throughout each session and after use and that personal data is managed appropriately. 

Nurseries can record details of any further policies and procedures here. 


6.5	Dealing with allegations

In the event that an allegation is made against a member of staff or volunteer, the nursery will follow the CSCP Guidance for the management of an allegation against a member of staff.  The guidance applies where there are allegations that a person working with children has: 

· harmed or may have harmed a child
· possibly committed a criminal offence against or related to a child
· behaved in a way that indicates they pose a risk to children or
· behaved in a way that may indicate they are unsuitable to work with children (e.g., transferrable risk).

· The designated safeguarding lead (usually the nursery manager) will be the responsible person for liaising with the Camden Local Authority Designated Officer (LADO) when dealing with allegations or concerns about the behaviour of members of staff. 
· Any member of staff who has a concern about a colleague should report this to the DSL immediately or on the same day.
· Where there are low-level concerns about the behaviour of a member of staff that does not meet the threshold of harm, the DSL can seek advice from the LADO. 
· Any allegation or concern passed to the LADO must be shared with the Early Years service on EYFHSafeguardingReporting@camden.gov.uk
· Details of any allegations involving serious harm or abuse of a child by anyone working or living on the premises and the nursery’s response to the allegations must also be notified to Ofsted within 14 days of the incident occurring.
· Concerns or allegations involving the DSL/nursery manager should be reported to their manager or the Early Years contact officer approached for advice on what action to take. Alternatively, staff can follow the nursery whistleblowing procedures and contact Camden’s LADO.
· Details on how to refer can be found on the CSCP website.

Where a staff member is removed or resigns from the nursery prior to or following the upholding of an allegation, and the nursery manager and the LADO agree that the person is unsuitable to work with children, the nursery manager will refer the individual to the DBS. 

The DBS referral form and guidance for completing the form can be accessed online via the DBS website at: Disclosure and Barring Service
Nurseries can record details of any further policies and procedures here.
Registered providers must inform Ofsted of any allegations of harm or abuse by anyone living, working, or looking after children at the premises. This must happen whether the allegations of harm or abuse are alleged to have been committed on the premises or elsewhere, for example, on a visit. Registered providers must also notify Ofsted of the action they have taken in response to the allegations. Ofsted must be notified as soon as is reasonably practicable, but in any event within 14 days of the allegations being made. A registered provider who, without a reasonable excuse, fails to do this, commits an offence. 

C	SAFE PRACTICE	
7	Staff deployment
7.1	Staffing levels
The Nursery manager should ensure that at all times staffing levels meet the requirements set out in the Early Years Foundation Stage statutory guidance in terms of staff numbers and the appropriate level of qualification for the ages of the children attending so that children’s needs are met and they can be kept safe. Every child must have a named key person.
Nurseries can record details of any further policies and procedures here. 


7.2	Paediatric first aider 
· The Nursery manager will ensure that a named member of staff who holds a paediatric first aid certificate is present at all times. 
· The paediatric first aid certificate will meet the requirements set out in Annexe A of the Early Years Foundation Stage statutory guidance and will be renewed every 3 years via appropriate training. 
· The name of all paediatric first aid certificate holders will be recorded on this policy and arrangements for first aid at the nursery will be made known to parents.

Nurseries can record details of any further policies and procedures here. 
Nurseries should consider how many staff members need to hold the certificate in relation to the number of children attending so that a certificate holder is able to respond to emergencies in a timely manner.


8	Safe care for children

8.1	Administering medicines 

· The nursery will put in place procedures for administering medicines to children.
· Parents will be expected to provide the nursery with information about the medicines and written consent to administer, and to keep the nursery updated on this information. 
· Prescription medicines must have been prescribed for the named child. 
· Any administration of medicines by staff must be recorded on the same day.

Nurseries can record details of any further policies and procedures here. 
Camden Early Years service recommends that nurseries only administer prescribed medicines and that parents should be responsible for administering non-prescription medicines.


8.2	Dealing with illness and infection

The nursery should have a policy in place to deal with children who are ill and to stop the spread of infection in the nursery. Parents should be aware of any procedures around reporting illnesses and actions that are expected from them by the nursery. 

Nurseries can record details of any further policies and procedures here. 



8.3	Food safety and hygiene

· When providing food, the nursery will ensure that this is healthy and nutritious. 
· Food preparation, including preparing feeds, will take place in suitable and hygienic areas with the appropriate equipment for sterilisation and food safety. 
· Staff involved in food preparation will be fully trained in food hygiene.
· Before a child starts, the nursery will consult with parents to gather all relevant information regarding diet, allergies, intolerances, food preferences and any planned changes to diet such as weaning etc. Nursery staff should continue to liaise with parents about children’s diets on an ongoing basis to reflect the child’s changing requirements.
· A paediatric first aider will be present when children are eating and will be aware of eating difficulties and choking in babies and young children. Any incidents of choking will be recorded and reported to parents and nursery staff will consider what action needs to be taken to ensure there are no further incidents.
· Children will be seated in appropriate seating for eating including highchairs for babies.
· The nursery will report any incidents of food poisoning involving more than 2 children to Ofsted within 14 days of the incident.

Nurseries can record details of any further policies and procedures here. 



8.4	Safe sleeping
To ensure all children under the age of 2 who need to sleep at the nursery do so in a safe environment:
· The nursery will ensure that suitable facilities and equipment are provided. 
· Nursery staff will work closely with parents to support children’s sleep care, routines and rest so that continuity of support can be maintained between home and nursery. 
· Nursery staff will provide a positive climate to encourage parents to share information openly around the child’s developing sleep needs or if a child is having difficulty with sleeping at home and this is impacting on their daily wellbeing in nursery. 
· Prior to starting at the nursery, staff will discuss children’s sleeping needs and routines with families to provide consistency for the child and this information will be recorded. As the child continues and progresses in their development in Early Years, staff will continue to discuss and update the child’s routine with parents. 
· Written records will be kept of all support for sleeping. 
· The time a child is put down to sleep, when they wake and monitoring checks will be recorded by staff. This information will be made available to parents/ carers at all times and will be checked periodically by the nursery manager. 
· Nursery staff will follow safe sleeping guidance:

· All children under the age of 2 will have their own separate sleep space on a firm, flat surface such as a cot, bed or mattress and will be placed to sleep on their backs.
· Babies under 12 months will only be placed in a cot to sleep.
· Sleep spaces will contain a firm, flat, waterproof mattress and lightweight bedding which is firmly tucked in around the child below their shoulders to prevent head covering. Alternatively, a well fitted baby sleep bag may be used. 
· Where blankets are used, the child will be placed feet-to-foot at the bottom of the cot, with blankets tucked in.
· Children’s heads should be uncovered.
· Children will be checked every 10 minutes during their sleep to ensure they are safe. A member of staff should always be within sight and hearing of sleeping children.
· A member of staff should always be present when babies under 6 months are sleeping.
· If using cots, staff will ensure that they are clear of any extra items such as toys. 
· Staff will ensure that the temperature of the room is between 16-20 degrees to reduce overheating.

Children under 2 will be primarily cared for in a separate room but with opportunities to mix with older children as appropriate.

Nurseries can record details of any further policies and procedures here. 


8.5	Supporting behaviour 

· The nursery will aim to understand children’s behaviour and support them to manage their behaviour appropriately in partnership with parents/carers. 
· The nursery will not use corporal punishment in any form to manage behaviour and any member of staff who uses or threatens to use corporal punishment will be disciplined and a referral will be made to the LADO.
· Staff can use reasonable force to physically restrain a child to keep them or others safe from harm or avoid danger where necessary and this will be a defence to any allegation. However, it must be demonstrated that its use was for the purposes of averting immediate danger of personal injury to any person (including the child) or to manage a child’s behaviour if it is absolutely necessary. 
· The nursery manager will make a record of any incident involving the use of physical restraint and will inform parents where it has been used.
Nurseries can record details of any further policies and procedures here. 



8.6	Providing intimate care and safe practice

As the nursery will be providing intimate care to babies and children, the nursery manager must ensure there are suitable facilities available that are separate from facilities for adults and that practice ensures there is a balance between safeguarding children and providing them with some privacy.
To safeguard children and protect staff from misplaced allegations, the nursery will put in place procedures for carrying out toilet and intimate care and nappy changing, ensuring that where possible, staff are not left alone with a child.  
The nursery manager will ensure that staff rotas and practice mean this is achievable and that staff are provided with guidance around providing intimate or personal care.
On occasions where staff may be alone with a child, the nursery manager will:
· carry out a risk assessment to ensure the safety of both the child and member of staff during lone working 
· ensure that staff members working alone are competent in their role 
· ensure that staff share their whereabout with colleagues and they remain within earshot of each other 
· ensure that the staff member can call on others in an emergency, including procedures if there was a fire evacuation 
· ensure they know where the member of staff has gone with the child and what 
       time they will return to the group room
· ensure there are procedures in place to check in on the staff member and cover for breaks
· ensure the member of staff and children are always safeguarded (relating to safeguarding/child protection policies).

Nurseries can record details of any further policies and procedures here. 


8.7	Online safety

The nursery will use broadband to enable communication with parents and carers and to provide access to learning resources for children via iPad educational apps and games as part of children’s development and to implement the Early Years curriculum. 

However, to ensure safe and secure internet access that is appropriate for both adults and children the nursery will follow the DfE guidance: 
https://www.gov.uk/government/publications/safeguarding-children-and-protecting-professionals-in-early-years-settings-online-safety-considerations (Feb 19)

The nursery will also put the following procedures in place to support online safety:
· Devices will only be used for the purposes of observation, assessment and planning and to take photographs for individual children’s learning journeys. 
· Devices remain on the premises unless authorised by a senior manager and are stored securely at all times when not in use. 
·  Children never have unsupervised access to the internet. 
· Only reputable sites with a focus on early learning are used (e.g. CBeebies). 
· Video sharing sites such as YouTube are not accessed whilst with/ or by children due to the risk of inappropriate content unless approved by the nursery manager with a full risk assessment being completed. 
· Children are taught the following stay safe principles in an age-appropriate way: 
· only go online with a grown up 
· be kind online and keep information about me safely 
· only press buttons on the internet to things I understand 
· tell a grown up if something makes me unhappy on the internet 
· Staff support children’s resilience in relation to issues they may face online, and address issues such as staying safe, appropriate friendships, asking for help if unsure, not keeping secrets as part of social and emotional development in age-appropriate ways. 
· Staff report any suspicious or offensive material, including material which may incite racism, bullying or discrimination to the DSL who will report this to the Internet Watch Foundation at www.iwf.org.uk. 
· Children are not permitted to use email in the nursery. 
· Parents and staff are not permitted to use nursery equipment to access personal emails. 
· Staff do not access personal or work email whilst supervising children. 
· Staff send families personal information by encrypted email and share information securely at all times. 

The nursery will follow the Department of Education guidance on children’s screen use in early years settings: Help for early years providers : Screen use

Nurseries can record details of any further policies and procedures here. 



D	Safe environment
9	Safe premises
9.1	Standards of safety
The nursery manager will ensure the following:  
· The premises, both inside and outside, are safe and suitable for the purposes of caring for babies and young children. 
· The nursery complies with all health and safety requirements including fire safety and hygiene. 
· The premises comprises enough indoor floor space for the number of children attending as set out in the Early Years Foundation Stage guidance. 
· There is an emergency evacuation plan and lockdown policy in place that is known to all staff.
· Children have access to a safe and suitable outside play area or that outdoor activities are arranged daily.
· There are separate spaces where nursery staff can take breaks and where staff can talk confidentially to parents and carers.
· Dog breeds that are banned under the Dangerous Dogs Act 1991 are not be permitted onto the nursery premises.
Nurseries can record details of any further policies and procedures here. 





9.2	Risk assessments

The nursery will take all reasonable steps to ensure staff and children in 
their care are not exposed to risks, and will use risk assessments to demonstrate to parents and carers that any identified risks are being managed and potential harm reduced or removed.

The nursery manager will carry out risk assessments on environments, events and/or specific areas of practice to: 
 
· identify hazards
· evaluate the risks these hazards may present to children and staff
· decide on appropriate action to eliminate or reduce these risks.

A risk assessment will be carried out:
· on an annual basis for the nursery environment as a whole
· for all trips
· whenever there are any changes to the environment or nursery practices
· following any serious incident.

Nurseries can record details of any further policies and procedures here. 


9.3	Emergency evacuation and lock down procedures
The nursery manager will ensure that procedures are in place to keep children safe from any threat from inside or outside the premises. This will include emergency evacuation procedures and measures to lock down the nursery to keep children and staff safe from external threats to their safety.

Nurseries can record details of any further policies and procedures here. 



9.4	Accident and injury

The nursery manager will ensure the following:

· The nursery has a first aid box with appropriate items to deal with children’s injuries that is kept in a safe, accessible place known to all staff.
· Accidents and injuries will be dealt with by the paediatric first aider.
· All accidents and injuries sustained by children and any treatment given will be recorded and reported to parents and carers on the same day.
· Parents and carers will be asked to inform the nursery of any existing injury the child has at the start of the session.
· All serious accidents, illnesses, injuries or the death of a child will be notified to Ofsted as soon as possible or within 14 days of the incident.

Nurseries can record details of any further policies and procedures here. 


9.5	Site security and visitors

The Nursery manager is responsible for the security of the premises and will take steps to ensure it is a safe environment and securely protected against trespassers. 
· Where the visitor is employed by an organisation where DBS checks are normally required, for example NHS staff, the nursery manager will request written confirmation that a relevant checks have been carried out for that individual.
· All visitors and contractors will be: 
· informed to report to reception on arrival 
· expected to wear a name-badge or carry some form of identification at all times when on the nursery premises
· suitably supervised by nursery staff at all times
· made aware of nursery’s health and safety procedures.

· The nursery will ensure that any contract entered into with contractors’ sets out clearly the expectations for worker’s behaviour and the responsibility of contractors to monitor and ensure compliance with nursery policies.

· Contracted workers will not be allowed to approach or speak to children in any circumstances and must ensure that all equipment and working practices are in line with health and safety standards.

· Visiting organisations such as theatre groups who will be performing for or working directly with children will be expected to have adequate child protection procedures in place and must agree with nursery staff in advance what level of supervision or contact they will have regarding children.



Nurseries can record details of any further policies and procedures here. 



9.6	Outings

The nursery manager will ensure that a risk assessment is carried out prior to all outings to ensure children are kept safe.  This will include an assessment of staff to child ratios and use of any forms of transport and vehicle insurance.

Nurseries can record details of any further policies and procedures here. 

10	Governance
10.1	Recording 
· The nursery will keep comprehensive records of children’s progress and any concerns noted. All records will be kept secure and will be accessible to staff as required by their role and responsibility.
· Records will be regularly and lawfully shared with parents/carers and with the professional network where this is relevant to meet the child’s needs and safeguard their welfare. 
· Parents/carers will be asked to provide relevant information about their child to ensure their needs can be met.
· Details of information that must be kept on children’s records is listed in Appendix 1
· Details of safeguarding and child protection concerns will be recorded on the monitoring and incident record shown at appendix 2.
· Records will be kept for 3 years after the child has left the nursery. Records of children who have been subject to Family Help intervention either as a child in need or child protection procedures will be kept for 25 years.
Nurseries can record details of any further policies and procedures here. 



10.2	Confidentiality and information sharing 

The nursery will ensure that all staff are aware of their duty to maintain confidentiality around information about the children attending the nursery. 
Data protection legislation and confidentiality requirements do not prevent the sharing of information where there are concerns that a child is suffering, or likely to suffer, significant harm. Information will be shared lawfully, fairly and proportionately in accordance with the Data Protection Act 2018 and UK GDPR. Staff understand that these frameworks support rather than prevent information sharing where safeguarding concerns exist. Staff will follow the Department of Education information sharing guidance and safeguarding children.

10.3	Notifying Ofsted
The nursery manager will ensure that information about the nursery is provided to Ofsted as set out in Appendices 1 and 2.
[bookmark: _Hlk119675712][bookmark: _Hlk205374026]The nursery manager will ensure that notification of significant events and incidents is made to Ofsted in line with Early Years Foundation Stage statutory guidance and will follow the  Childcare: significant events to notify Ofsted about (Feb 2025) guidance.

10.4	Whistleblowing

The nursery fosters a culture of openness and will put procedures in place to ensure that staff feel enabled to raise concerns relating to the safeguarding of children or poor practice within the nursery that may cause a risk to children. 
The nursery recognises that there may be circumstances where staff and parents/carers feel unable to raise concerns or incidents of malpractice within the nursery environment as there is reasonable doubt that these would be dealt with adequately.

All staff and volunteers have a legal duty to raise concerns where they feel individuals or nurseries are failing to safeguard and promote the welfare of children. Where it is not possible to raise concerns within the nursery, staff and volunteers may report concerns to the following;

· [bookmark: _Hlk172098025]For disclosures relating to safeguarding and child protection and the welfare of children contact the Children and Families Contact Service: 020 7974 3317 (Out of hours: 020 7974 4444) LBCMASHadmin@camden.gov.uk 

· For disclosures relating to the suitability of staff members contact the LADO on 020 7974 4556 or visit (Professionals - Camden Safeguarding Children Partnership CSCP)
· The following numbers can be used where there are issues regarding the nursery’s overall procedures around safeguarding 

· the Ofsted whistle-blowing line on 0300 123 3155
· the NSPCC whistleblowing helpline on 0800 028 0285.

· The nursery manager is responsible for ensuring that these numbers are advertised on the premises and made available to staff and parents/carers.

10.5	Complaints
· The nursery manager will ensure a written procedure is in place to deal with concerns raised and complaints made by parents and carers and that all concerns and complaints are recorded with a full record of how they were dealt with and the outcome. 

· The nursery will investigate any written complaint relating to the nursery’s implementation of the EYFS requirements and notify the parent/carer of the outcome of the investigation within 28 days of receiving the complaint. 

· Records of complaints and their outcome will be made available to Ofsted on request. Parents and carers will be informed of how to contact Ofsted where they believe the nursery is not meeting EYFS requirements.

Nurseries can record details of complaints procedures here. 
















Appendix 1: Information to be provided or shared

Information to be recorded on the child’s record

· Full name
· Date of birth 
· Name and address of every parent and/or carer who is known to the provider
· Information about any other person who has parental responsibility for the child
· Which parent(s) and/or carer(s) the child normally lives with
· Emergency contact details for parents and/or carers
· Where possible, settings should hold more than two emergency contact numbers for each child.

Information to be made known to parents/carers

· How the EYFS is being delivered in the setting, and how parents and/or carers can access more information. 
· The range and type of activities and experiences provided for children, the daily routines of the setting, and how parents and carers can share learning at home. 
· How the setting supports children with special educational needs and disabilities. 
· Food and drinks provided for children. 
· Details of the provider's policies and procedures - making copies available on request. This includes the procedure to be followed in the event of a parent and/or carer failing to collect a child at the appointed time, or in the event of a child going missing at, or away from, the setting. 
· How staffing in the setting is organised. 
· The name of their child’s key person and their role. 
· A telephone number for parents and/or carers to contact the provider in an emergency.

Information to be provided to Ofsted about the nursery

· Name, home address and telephone number of the provider and any other person living or employed on the premises. 
· Name, home address and telephone number of anyone else who will regularly be in unsupervised contact with the children attending the early years provision. 
· A daily record of the names of the children being cared for on the premises, their hours of attendance and the names of each child's key person. 
· Their certificate of registration (which must be displayed at the setting and shown to parents and/or carers on request).



Appendix 2: Changes to be notified to Ofsted

· Any change to the address of the premises (and must obtain prior approval to operate from those premises where appropriate). 
· Any change to the premises which may affect the space available to children and the quality of childcare available to them. 
· Any change to the name or address of the provider, or the provider’s other contact information. 
· Any change to the person who is managing the early years provision. 
· Any change to the persons aged 16 years or older living or working on any domestic premises from which childcare is provided
· Any proposal to change the hours during which childcare is to be provided which will entail the provision of overnight care. 
· Any significant event which is likely to affect the suitability of the early years provider to look after children. 
· Any significant event which is likely to affect the suitability of any person who cares for/is in regular contact with children on the premises. 
· Where the early years provision is provided by a company, any change in the name or registered number of the company.
· Where the early years provision is provided by a charity, any change in the name or registration number of the charity. 
· Where the childcare is provided by a partnership, body corporate or unincorporated association, any change to the “nominated individual”. 
· Where the childcare is provided by a partnership, body corporate or unincorporated association whose sole or main purpose is the provision of childcare, any change to the individuals who are partners in, or a director, secretary or other officer or members of its governing body.

Registered providers must inform Ofsted of any allegations of harm or abuse by anyone living, working, or looking after children at the premises. This must happen whether the allegations of harm or abuse are alleged to have been committed on the premises or elsewhere, for example, on a visit. Registered providers must also notify Ofsted/their CMA of the action they have taken in response to the allegations. Ofsted/the CMA must be notified as soon as is reasonably practicable, but in any event within 14 days of the allegations being made. A registered provider who, without a reasonable excuse, fails to do this, commits an offence 







Appendix 3
(Name of nursery)
Chronology sheet

	Child’s first name
	
	Child’s family name
	
	D.O.B
	

	

	
	
	
	
	

	Siblings first name
	
	Siblings
family name
	
	D.O.B
	

	Siblings first name
	
	Siblings
family name
	
	D.O.B
	



	Date of event
	Event          
	Print Full Name of member of staff  making entry 
	Designation
	Signature
and date completed

	Example
4.01.2016
	Non-attendance.  Reported to Social Worker – John St Claire via telephone and email. See file for more info.
	Brenda Fenchurch

	Deputy Head
	



	


	
	
	
	



	


	
	
	
	




	


	
	
	
	






Guidance notes for completing the chronology sheet

A chronology sheet is used to record important/significant events in a child’s, or their families’ lives. It enables the reader to quickly gain a picture of formative events and patterns of behaviour helping to improve decision-making. The chronology sheet must be completed each time there is an event to update. Factual and up to date chronologies must be available for review by managers and in some rare cases can be viewed by child protection advisors or solicitors prior to a child protection conference. 

When completing the chronology sheet, please adhere to the following guidance. 

· Information must always be factual
· Information must always be clearly and accurately dated
· Information must be a brief update. A more detailed report of the event may be held in the children’s welfare file and a reference can be made to this fact
· Information must always be updated as soon as, or as near to the time that the event occurs
· The practitioner entering the information must always do this in conjunction with the manager on duty
· Child or siblings’ non-attendance must always be noted
· Any concerning behaviour of the child/ren or other family members must be noted. 
· Any concerning information received from outside sources about the child or family must be noted. 
· If the child presents at the nursery with any injuries, explained or unexplained, these must be noted 
· Any accidents/incident that happen at the nursery must be recorded, including any follow up actions. 









Appendix 4
Safeguarding record: report of concern
	Date of record:
	

	Date of concern:
	



	Name of referrer:
	
	Role of referrer:
	

	Child’s name:
	
	Nursery:

	Details of concern:



	· use body map if appropriate (with advice of Designated Lead)
· use initials for other children / young people involved, unless there is a specific need to name them in full
· contemporaneous notes, if taken, may be attached to this form

	Reported to:
	

	Role of person reported to:

	Signed:
	



	Action taken:
	
	Advice sought:
(from whom and what was advice given)
	

	Concern / referral discussed with parent / carer?
	
	If not, state reasons why – if yes, note discussion with parent
	

	Referral made:
	
	If not, state reasons why – if yes, record to whom and any action agreed
	

	Feedback to referring member of staff:

	
	 By whom

	Response to / action taken with child:

	
	By whom

	Name of key person:

	
	
	

	Name and contact details of GP:

	

	Other notes / information / concerns:


Any other action required:
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