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The Designated Safeguarding Officers: Jayne Windsor  
 

 has the status and authority to carry out the duties of the post, including committing resources 
and supporting and directing other staff 

 is appropriately trained, with updates every three years 
 acts as a source of support and expertise  within the early years setting  
 encourages a culture of listening to children and taking account of their wishes and feelings 
 is alert to the specific needs of children in need, those with special educational needs and young 

carers 
 has a working knowledge of DSCB procedures 
 makes staff aware of training courses and the latest policies on safeguarding  
 has an understanding of locally agreed processes for providing early help and intervention 
 keeps detailed written records of all concerns, ensuring that such records are stored securely 

and flagged on, but kept separate from, the child’s general file  
 refers cases of suspected abuse to MASH (Multi Agency Safeguarding Hub) 
 notifies children’s social care if a child with a child protection plan is absent for more than two 

days without explanation  
 ensures that when a child leaves Clare House, their child protection file is passed to the new 

provider or school (separately from the main child’s file and ensuring secure transit) and 
confirmation of receipt is obtained. The child’s social worker is also informed  

 attends and/or contributes to child protection conferences  
 coordinates the setting’s contribution to child protection plans  
 develops effective links with relevant statutory and voluntary agencies including the DSCB 
 ensures that all staff sign to indicate that they have read and understood the child protection 

policy  
 ensures that the child protection policy and procedures are regularly reviewed and updated 

annually, working with management group  regarding this 
 liaises with the nominated management person and Manager  as appropriate  
 keeps a record of staff attendance at child protection training  
 makes the child protection policy available publicly, on the website or by other means 
 ensures parents are aware of Clare House’s role in safeguarding and that referrals about 

suspected abuse and neglect may be made  
 
 

The deputy designated safeguarding officer: Karen Robotham 
 
Is appropriately trained and, in the absence of the designated safeguarding officer, carries out 
those functions necessary to ensure the ongoing safety and protection of children. In the event of 
the long-term absence of the designated safeguarding officer, the deputy will assume all of the 
functions above.  
 
 

Child Protection – Roles and Responsibilities 
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The Management Committee 
 
Ensures that:  
 appoints a DSO for child protection who is a member of the leadership team and who has 

undertaken training in inter-agency working, in addition to basic child protection training  
 ensures that the DSO role is explicit in the role holder’s job description 
 has a child protection policy and procedures, including a staff behaviour policy/code of conduct, 

that are consistent with DSCB and statutory requirements, reviewed annually and made 
available publicly on the website or by other means  

 has procedures for dealing with allegations of abuse made against members of staff including 
allegations made against the Manager/Playleader and allegations against other children 

 follows safer recruitment procedures that include statutory checks on staff suitability to work 
with children and disqualification by association regulations 

 develops a training strategy that ensures all staff, including the manager/playleader, receive 
information about the  safeguarding arrangements, staff behaviour policy or code of conduct 
and the role of the DLO on induction, and appropriate child protection training, which is 
regularly updated in line with any requirements of the SSCB. The DLO receives refresher training 
at three-yearly intervals.  

 ensures that all staff, including temporary staff and volunteers are provided with the  child 
protection policy and staff behaviour/conduct policy 

 ensures that  the setting contributes to early help arrangements and inter agency working and 
plans 

 provides a coordinated offer of early help when additional needs of children are identified 
 Considers how children may be taught about safeguarding, including online appropriate to age 

and developmental of the children.  
 
The management group nominates a member to be responsible for liaising with the local authority 
and other agencies in the event of an allegation being made against the manager.  
 
It is the responsibility of the management group to ensure that Setting’s safeguarding, recruitment 
and managing allegations procedures take into account the procedures and practice of the local 
authority and DSCB and national guidance. 
 
An annual survey will be submitted, as required, to the local authority (Somerset Early Years and 
Childcare Service) about how the safeguarding requirements have been implemented . Any 
weaknesses will be rectified without delay.  

The Manager:  
 ensures that the child protection policy and procedures are implemented and followed by all 

staff  
 allocates sufficient time, training, support and resources, including cover arrangements when 

necessary, to enable the DLO and deputy to carry out their roles effectively, including the 
assessment of children and attendance at strategy discussions and other necessary meetings  

 ensures that all staff feel able to raise concerns about poor or unsafe practice and that such 
concerns are handled sensitively and in accordance with the whistle blowing procedures  

 ensures that children are provided with opportunities to learn about safeguarding, including 
keeping themselves safe online 

 ensure that the child’s wishes are taken into account when determining action to be taken or 
services to be provided  

 liaises with the designated safeguarding officer and Local authority designated officer (LADO) in 
the local authority where an allegation is made against a member of staff/volunteer  ensure 
Ofsted is informed within 14 days of the allegation  

 ensures that anyone who has harmed or may pose a risk to a child is referred to the Disclosure 
and Barring Service.  
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Good practice guidelines and staff code of conduct 
 

To meet and maintain our responsibilities towards children we need to agree standards of good 
practice which form a code of conduct for all staff. Good practice includes:  
 treating all children with respect  
 setting a good example by conducting ourselves appropriately  
 involving children in decisions that affect them  
 encouraging positive, respectful and safe behaviour amongst children  
 being a good listener  
 being alert to changes in children’s behaviour and to signs of abuse, neglect and exploitation 
 recognising that challenging behaviour may be an indicator of abuse  
 reading and understanding the setting’s child protection policy, staff behaviour policy and 

guidance documents on wider safeguarding issues, for example bullying, behaviour, physical 
contact, sexual exploitation, extremism, online safety and information-sharing  

 asking the child’s  permission before initiating physical contact, such as assisting with dressing, 
physical support or administering first aid  

 maintaining appropriate standards of conversation and interaction with and between children 
and avoiding the use of sexualised or derogatory language  

 being aware that the personal and family circumstances and lifestyles of some children  lead to 
an increased risk of abuse 

 referring all concerns about a child’s safety and welfare to the DLO, or, if necessary directly to 
SSCB or the police 

 following the setting’s rules with regard to relationships with children and communication with 
children and families, including on social media  

Abuse of position of trust  
All staff are aware that inappropriate behaviour towards children is unacceptable and that their 
conduct towards children must be beyond reproach.  
 
The Staff Code of Conduct sets out our expectations of staff and is signed by all staff members. 
 

Support for those involved in a child protection issue  
Child abuse is devastating for the child and can also result in distress and anxiety for staff/volunteers 
who become involved.  
We will support children, their families, and staff/volunteers by:  
 taking all suspicions and disclosures seriously  
 nominating a link person who will keep all parties informed and be the central point of contact 
 Where a member of staff is the subject of an allegation made by a child/parent/staff member, 

separate link people will be nominated to avoid any conflict of interest 
 responding sympathetically to any request from child or staff for time out to deal with distress 

or anxiety  
 maintaining confidentiality and sharing information on a need-to-know basis only with relevant 

individuals and agencies  
 storing records securely  
 offering details of helplines, counselling or other avenues of external support  
 following the procedures laid down in our child protection, whistle blowing, complaints and 

disciplinary procedures  
 co-operating fully with relevant statutory agencies.  
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Complaints procedure  
Our complaints procedure will be followed where a child or parent/carer raises a concern about 
poor practice towards a child that initially does not reach the threshold for child protection action. 
Poor practice examples include unfairly singling out a child or attempting to humiliate them, bullying 
or belittling a child or discriminating against them in some way. Complaints are managed by 
Manager.  An explanation of the complaints procedure is included in the setting’s prospectus and 
displayed on the notice board in reception. 
 
Complaints from staff are dealt with under the setting’s complaints and disciplinary and grievance 
procedures. 

Complaints which escalate into a child protection concern will automatically be managed under the 
setting’s child protection procedures 

Staff training  
It is important that all staff receive training to enable them to recognise the possible signs of abuse, 
neglect and exploitation and to know what to do if they have a concern.  
 
New staff and members of the management group will receive a briefing during their induction, 
which includes the providers safeguarding/child protection policy and staff behaviour policy, 
reporting and recording arrangements, and details for the DLO. All staff, including the manager and 
governors will receive  training that is regularly updated and the DLO will receive training updated at 
least every 3 years including training in inter-agency procedures.  
 
All staff will be made aware of the increased risk to abuse of certain groups, including disabled and 
SEN children, looked after children and young carers 

Contractors 
Contractors will not be allowed to work unsupervised. 

Site security 
Visitors to Clare House including contractors, are asked to sign in, which confirms they have 
permission to be on site. Parents who are simply delivering or collecting their children do not need 
to sign in. All visitors are expected to observe the setting’s safeguarding and health and safety 
regulations to ensure children in are kept safe. The Manager will exercise professional judgement in 
determining whether any visitor should be escorted or supervised while on site. 

Extended activities and off-site arrangements  
All extended and off site activities are subject to a risk assessment to satisfy health and safety and 
safeguarding requirements.   If other organisations provide services or activities on our site we will 
check that they have appropriate procedures in place, including safer recruitment procedures.  

 
 


