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1. Our Policy Statement  

We are committed to taking positive steps to safeguard children and young 

people who use our service. This includes training our staff, having clear 

procedures and working with other agencies who share our commitment to 

safeguarding. 

 

2. Purpose of this policy and why we have it  

 

The policy will give clear directions to staff, volunteers, visitors and parents 

about expected behaviour and our legal responsibility to safeguard and 

promote welfare of all children and young people at The Hamlet. 

 

We aim to put children and young people’s needs first at all times. We hope 

to encourage children to be confident and assertive. We aim to develop a 

trusting and respectful relationship with the children in our care, so they will 

be listened to and believed. 

 

The aims of this policy are: 

• to ensure we have clear procedures in place to deal with concerns in 

relation to safeguarding 

• to ensure we meet our legal obligations 

• to support the child/young person’s development in ways that will 

foster security, confidence and independence 

• to raise awareness of staff of the need to safeguard children and 

young people and their responsibilities in identifying and reporting 

possible abuse 

• to provide children and young people with activities and opportunities 

that will equip them with the skills they need to stay safe and develop 

essential life skills 

• to emphasise the need for good levels of communication between 

members of staff and between staff and parents/carers 

• to ensure that all staff/volunteers/students that have access to children 

and young people are suitable to do so and have a valid satisfactory 

DBS check. 

• to ensure all staff/volunteers working directly / indirectly with children 

receive child protection training  

Safeguarding Children and 

Young People 
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• to ensure that we work collaboratively and constructively with other 

agencies involved in safeguarding children and young people 

 

 

3. The scope of this policy  

 

This policy applies to all staff, volunteers, trustees and children and young 

people who use The Hamlet Children's Service. Parents and/or carers will be 

made aware of the policy and our duty to protect the child. They will be 

asked to sign the appropriate documentation to demonstrate this. 

 

 

 

 

 

 

4. How we will implement and monitor this policy: 

 

Staff Awareness 

Staff, volunteers, and students will receive awareness training that will include 

the four categories of harm and/or abuse that are recognised for the 

purpose of safeguarding children. 

 

There are many different types of abuse. Children and young people can be 

abused by: 

• An adult/child's direct actions (e.g. hitting a child/young person) 

• An adult/child's indirect inaction ( e.g. not feeding or bathing a 

child/young person) 

• An adult/child's indirect action (e.g. domestic violence, addiction etc) 

 

 

The law recognises the following categories of abuse under the Children’s 

Act 1989 

 

Physical 

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or 

scalding, drowning, suffocating, or otherwise causing physical harm to a 

child/young person. 

It may also be caused when a parent or carer fabricates the symptoms of or 

deliberately induces illness in a child. 
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Sexual 

Sexual abuse involves forcing or enticing a child or young person to takepart 

in sexual activities, not necessarily involving a high level of violence, whether 

or not the child is aware of what is happening. 

The activities may involve physical contact, including assault by penetration 

(for example rape or oral sex) or non-penetrative acts such as masturbation, 

kissing, rubbing and touching outside of clothing. 

They may include non-contact activities, such as involving children in looking 

at or in the production of, sexual images, watching sexual activities, 

encouraging children to behave in sexually inappropriate ways, or grooming 

a child in preparation for abuse (including via the internet). 

Sexual abuse is not solely perpetrated by adult males. Women also commit 

acts of sexual abuse, as can other children. 

 

Emotional 

Emotional abuse is the persistent emotional maltreatment of a child such as 

to cause severe and persistent adverse effects on the child's development. 

It may include: 

• conveying to a child that they are worthless or unloved, inadequate or 

valued on insofar as they meet the needs of another person 

• not giving the child opportunities to express their views, deliberately silencing 

them or 'making fun' of what they say or how they communicate 

• age or developmentally inappropriate expectations being imposed on 

children 

• seeing or hearing the ill treatment of another 

• serious bullying (including cyber-bullying), causing children frequently to feel 

frightened or in danger, or the exploitation or corruption of children. 

 

Neglect 

There are occasions when nearly all parents find it difficult to cope with 

themany demands of caring for children. But this does not mean that their 

children are being neglected. Neglect involves ongoing, severe failure to 

meet a child's needs. Indicators could include the following: 

 

Physical signs: 

Constant hunger 

Poor personal hygiene 

Constant tiredness 

Emaciation 

Untreated medical problems 

Small and underweight for age 
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Failure to thrive 

Being too hot or too cold 

 

Behavioural signs: 

No social relationships 

Difficult challenging behaviour 

Destructive tendencies 

Compulsive scavenging 

Absent from school for no apparent reason 

Craving attention or ambivalent towards adults, or may be very withdrawn. 

 

Safeguarding is not just about protecting children, learners and vulnerable 

adults from deliberate harm, neglect and failure to act. It relates to broader 

aspects of care and education, including: 

 
• children’s and learners’ health and safety and well-being 

• the use of reasonable force 

• meeting the needs of children and learners with medical conditions 

• providing first aid 

• educational visits 

• intimate care and emotional well-being 

• online safety 

• appropriate arrangements to ensure children’s and learners’ security, taking 

into account the local context 

 

 

 

 

 

 

 

Appropriate interactions: 

 

 

 

• All staff should be vigilant. Some children & young people will require 

more physical contact with staff than their able bodied peers. Their 

disabilities mean that many children and young people require 

intimate care and they are more likely to have different people 

involved in their care. Children and young people may have additional 

communication and learning difficulties all of which make them 

particularly vulnerable. 

 

• All staff must act in an appropriate manner at all times when children 

and young people are present. The relationships between staff and 

children/young people are by no means simple and, whilst not wanting 
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to inhibit actions that constitute comforting and laughing and joking 

together, all staff should be aware of and sensitive to each 

child’s/young person’s reactions to such activities and how this can be 

misconstrued by other adults. 

 

• It is recognised that staff are particularly vulnerable to allegations of 

abuse due to the nature of their work requiring physical and sometimes 

intimate contact with children and young people and innocent 

actions may be misconstrued. In addition the limited means of 

communication of many children and young people means the finer 

words of language are unavailable to them e.g. the single word for 

‘bad’ can have a range of meanings from‘naughty’ to ‘nasty taste’ to 

the safeguarding children’s definition of causing significant harm. 

 

 

At The Hamlet Children’s service: 

• There is a Safeguarding lead professional and deputy. All 

staff/volunteers members are required to attend training to develop 

their understanding of the signs and indicators of abuse. 

• All staff members are trained to know how to respond to a child who 

discloses abuse and the procedures to follow when actual or alleged 

abuse occurs. 

• All parents/carers are made aware of the responsibilities of staff 

members with regard to child protection 

• Visitors are advised of our safeguarding procedures on entry to the 

building 

• Safeguarding training is a compulsory part of induction for all new staff 

members/volunteers and students. All staff, volunteers and students are 

given a copy of the safeguarding children and young people policy 

• The policy is reviewed every two years or when any updates/changes 

need to be made in line with legislation. 

 

The Hamlet regards the responsibility of safeguarding children and young 

people highly. We demonstrate this by: 

 

Training 

o We are responsible to undergo regular training in safeguarding children  

o As professionals, we ensure that our knowledge is up-to-date so we can 

recognise indicators of abuse and respond appropriately. 

 

 

 

Child Protection 
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o If a staff member is concerned that a child may be at risk of abuse, it is 

our legal duty to pass concerns to Norfolk Children’s Services and to 

cooperate in any investigations by statutory agencies. 

 

 

Allegations 

o We have a legal duty to contact Ofsted if an allegation of abuse is 

made against any member of staff or against anyone employed 

(whether paid or unpaid) 

o We will inform the Local Authority Designated Officer (L.A.D.O) when 

the allegation is made. 

 

 

 

 

Good Communication 

o We aim to build good relationships with parents/carers to ensure that 

we can provide a good continuity of care between the child’s home 

and our care. 

o Children in our care are assigned a trusted key person / adult with 

whom they can communicate about any concerns. Children are 

listened to and their concerns taken seriously.  

o In pre-school the key person system enables parents/carers and child 

to form a strong attachment to a key adult. 

o Written records are made in a timely way and held securely where 

adults working with children are concerned about their safety or 

welfare. Those records are shared appropriately and, where necessary, 

with consent.  

o We also endeavour to work with the family to protect their child. 

 

 

 

Confidentiality 

o We maintain appropriate boundaries with regard to confidential 

information about each child.  However we cannot keep information 

to ourselves if we believe that someone may be at risk of harm – and 

may need to inform other professionals. 

o We keep confidential information records on children for the length of 

time they are in receipt of our service then for an additional period of 3 

years or longer if there has been an incident. 

 

 

Registration Requirements 

o We have made The Hamlet safe for children and young people 

according to the requirements set out by Ofsted 
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Accident/Injury 

o All accidents/injuries that occur whilst the child/young person is on the 

premises and/or in the care of Hamlet Centre staff are recorded. 

o We will keep a record of the event and inform parents/carers about it 

upon the collection of each child, or immediately by phone, in the 

event of an emergency.  

o We will log, sign and date the incident. 

o We review any incidents that have resulted in an accident and action 

any change or decision that might conclude from this. 

o We will ask parents/carers to inform us about injuries that their child has 

sustained outside of The Hamlet and ask them to fill in a home 

accident form in order to keep record of this. 

o In an emergency we have a duty of care to act in loco parentis and 

will ensure that the child/young person receives necessary emergency 

police, medical, social or emotional care they require. 

 

DBS Checks 

Everyone working or volunteering at The Hamlet is required to provide a 

satisfactory DBS check. The check enables us to review any criminal record 

that would indicate that the applicant was not suitable to work with children. 

This check is required for any person wishing to work with children and young 

people or vulnerable adults. 

 

Photography 

o We will seek parents/carers written permission prior to photographing or 

filming the children/young people in our care and we will state the 

precise circumstances in which they will be photographed and filmed. 

 

Intimate Care 

o We will agree to the nature and frequency of intimate care prior to 

your child/young person remaining in the care of The Hamlet – e.g. 

toileting, changing. 

o We aim to encourage children and young people to strive for greater 

independence at all stages of their development. 

 
Missing children 

o We have a policy and procedure for any child that may go missing 

from the setting. (Please refer to our ‘Missing Child/Young Person 

Policy’). 
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o Robust procedures are in place to ensure that if a child goes missing 

staff understand the procedure to follow to minimise harm or risk of 

harm to the child. 

 

 

5. Links to other policies and strategies 

 

The Hamlet Safeguarding Children’s Policy should be read in conjunction with 

the following: 

 

Whistle Blowing Policy 

Equality and Diversity Policy 

Behaviour Management Policy 

Intimate Care Policy 

Health and Safety Policy 

Missing Child/Young Person Policy 

Key Person and Settling in Policy 

Admissions into Early Years Policy 

Attendance and Absence Policy 

Supervision of Children on Outings Policy 

 

 

 

6. Legal References and Context 

 

Care Standards Act 2000 

Protection of Children Act 1999 

Every Child Matters 2003 

Statutory Framework for the Early Years Foundation Stage March 2014 

Working Together to Safeguard Children 2013 

 

7. The procedures and/or guidelinesthat sit under this policy include:- 

 

'What to do if you are worried a child is being abused' 

 

Procedure to be followed in the event of an allegation being made against a 

member of staff/volunteer 

 

Mobile Device Guidelines 

 

All Intimate Care Procedures 
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Recruitment Procedures 

 

Health and Safety Procedures 

 

Personal Boundaries Procedure 

 

Entrance and exit procedure 

 

Missing Child/Young Person Procedure 

 

Date approved by the Board November 2015 

Date of next review2017 or before 

Post holder responsible for this policy CEO 

 

 

 

Guidance for Staff/ Volunteers 

 

What to do if you are worried about a child being abused  

 
1. Any worry or doubt you have about a child must be discussed with the 

Safeguarding Lead Practitioner or Deputy in the leads absence. Always 

share your concerns with the Lead Practitioner 

 
2. Any disclosure made by a child, young person, staff member, student, 

volunteer or visitor is handled with great care. The person must at all 

times feel their view points are valued and that they will be listened to, 

however inappropriate questioning could corrupt potential evidence. 

Children and young people should not be asked to repeat any 

potential evidence. 

 

 

3. The staff member/volunteer/student reports the incidentthey are 

concerned about to the Safeguarding Lead Practitioner and/or 

deputy immediately or as soon as it is safe and practical to do so. 

Never leave to the end of the day. 

 

4. They will record the incident, recording only what they have observed 

or what the child/young person has disclosed in the child/young 

person’s own words. 
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5. Concerns should be discussed with the child/young person’s 

parents/carers bythe Lead Practitionerunless there is a concern that this 

will place the child/young person at greater risk – as this may be the 

case for instances of suspected sexual abuse. 

 

6. Before making the decision whether to refer the incident to Children’s 

Services the Safeguarding Lead Practitioner may discuss the issues with 

the Multi Agency Safeguarding Hub (MASH) 0344 800 8020 

 

7. The Safeguarding Lead Practitioner should complete an NSBC 

1(Safeguarding referral form) within 24 hours, or the incident is 

recorded in the confidential incident book and the reason for no 

further action noted. 

 

8. In the event of concerns for a child’s immediate safety staff should 

contact the police for immediate action on 0845 4564567 or 999 

 

9. An allegation of abuse or neglect may lead to a criminal investigation; 

therefore staff should not do anything that may jeopardize a police 

investigation, such as asking the child/young person leading questions 

or attempting to investigate the allegation of abuse. 

 

 

 

Procedure to be followed in the event of an allegation 

being made against a member of staff/volunteer 
 

o The Safeguarding Lead Practitioner will contact the Local Authority 

Designated Officer (LADO) within 24 hours on 01603 223473 (always 

someone available during normal working hours) or Children’s Care 

Services 0344 8008014 (24hrs) and follow the advice. It is the Local 

Authority Designated Officer (LADO) responsibility to investigate the 

incident. 

o The member of staff/volunteer will be suspended in any case where 

there is cause to suspect a child is at risk of significant harm, the 

allegation warrants investigation by the police, or the allegation is so 

serious that it might be grounds for dismissal. This will be agreed with 

LADO/Ofsted 

o The Safeguarding Lead Practitioner will inform OFSTED of any 

allegations of serious harm or abuse by a member/volunteer as soon as 

reasonably practicable but at the latest within 14 days of the 

allegation being made. 
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Follow the process below if you have a concern about a child at The Hamlet: 

 

Share Concerns with the SAFEGUARDINGLEAD PRACTITIONER

RECORD, DATE, SIGN NOW!

An individual has a concern about the safety/welfare of a child

RECORD , DATE, SIGN  NOW!

The Concern 

involves 

immediate risk 

of significant 

harm or clear 

allergatios of 

abuse

The concern 

involves a serious 

concern about a 

child’s welfare 

such as onging 

serious neglect or 

emotional harm

There is a 

concern but there 

is a lack of 

information, or 

uncertainty about 

whether to refer 

to Children’s 

Services

The concern 

involves ongoing 

worries about a 

child’s needs being 

met and the family 

appear to need co-

ordinated support

Refer to Children’s  

Services (0344 800 8020)

Or the Police (999) if 

immediate action is 

Required

Record NOW!

Follow up verbal 

referals in writing 

within 24 hrs on 

NSBC1 Form

RECORD NOW!

Share further information with 

social care if requested

RECORD NOW!

Professional Consultation

Contact Children’s Services 

on the number below and 

ask advice

City & South: Norwich

City Council and 

South Norfolk Distric 

Council Areas

Call 01603 224134

RECORD NOW!

Initiate FSP 

proccess 

only with 

consent of 

parents (if 

there is any 

uncertainty 

about 

whether this 

is the right 

process to 

follow 

contact 

Children’s 

Service for a 

professional 

consultation

RECORD 

NOW!

RECORD AFTER EACH STEP

AS SOON AS POSSIBLE

DO NOT DELAY
 

 

 

 

 

 

 

The assessment process 

Professional 

Consultation. 

Contact MASH (Multi 

Agency Safeguarding 

Hub) and ask for a 

consultation. 

(0344 800 8020) 

RECORD NOW! 

Refer to MASH (Multi Agency 

Safeguarding Hub) 

 

(0344 800 8020) 

Or the police (999) if immediate 

action is needed. 

 

RECORD NOW! 
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Children’s Services will undertake an assessment of any child about whom 

there are concerns. All professionals involved with the child/young person are 

expected to contribute towards the assessment 

 

Children’sServices must meet the following mandatory timescales for 

assessment: 

o Response to a referral of a child/young person 1 day 

o Completion of initial assessment 7 days 

o Completion of core assessment 35 days 

 

There is a range of possible outcomes for any assessment 

 

Child Protection Conference 

 

 

• A child protection conference will be convened if a referral has been 

made and following an investigation of the findings have considered 

the child to be at risk of harm, or if the child is already subject to a child 

protection plan a review conference is held to monitor the safety of 

the child and the required reduction in risk. 

• Staff may be required to attend core group meetings to represent The 

Hamlet.  

• All reports for child protection conference will be prepared in advance 

using the NSCB 1 form. The information contained in the report will be 

shared with parents either at the conference or before and will include 

information relating to the child’s physical, emotional and intellectual 

development and how the child presents at school. A risk assessment 

relating to the continuing risk of harm to the child will also be included. 

• Clearly child protection conferences can be upsetting for parents. We 

recognise that we are likely to have more contact with parents than 

other professionals involved. We will work in an open and honest way 

with any parent whose child has been referred to Children’s Services or 

whose child is subject to a child protection plan. Our responsibility is to 

promote the protection and welfare of all children and our aim is to 

achieve this in partnership with our parents. 

 

 

SAFEGUARDING LEAD PROFESSIONALS 

 

MATT GARLINGE - SENIOR MANAGER 

JAYNE BUCKINGHAM – DEPUTY MANAGER (SHORT BREAKS LEAD) 

SOPHIE BRYANT - DEPUTY MANAGER (EARLY YEARS LEAD) 

 


