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Safeguarding and protecting children - policy and procedures 
 

Shadwell Childcare will ensure that all members of staff, students or volunteers are given training to enable 
them to fulfil their statutory responsibilities to safeguard and promote the welfare of children and to protect them 
from harm, as described in the Children Act 2004 and Working together to safeguard children (DfE 2026). 
 
There may be times when a referral to Leeds Children’s Social Work Service (CSWS) may be the first point of 
reference. Advice can also be sought from the Local Authority education safeguarding team on 0113 3760336. 
 
It is imperative that adults are equipped with the knowledge and awareness that will enable them to detect any 
abuse or ill treatment of children. This policy document therefore aims to be a reference for all members of 
staff, visiting professionals and volunteers. 
 
In implementing the safeguarding policy Shadwell Childcare will;  
 

• Ensure that the staff understand their legal and moral responsibilities to protect children from harm or 
abuse 

• Ensure that all workers are aware of Leeds Safeguarding Children Partnership procedures 

• Ensure that workers understand their duty to report any concerns that arise about a child to the named 
person for safeguarding without delay 

• Ensure that workers understand their duty to report any adult’s conduct towards a child to the manager 
immediately 

• Ensure that the named person understands their responsibility to refer any safeguarding concerns to 
the statutory child protection agencies, where those concerns meet the threshold for referral 

• Ensure that any procedures relating to the conduct of workers are implemented in a consistent and 
equitable manner 

 
Related legislation and statutory guidance 
 
EYFS statutory framework (DfE 2026)  
Working together to safeguard children (DfE 2026) 
Information Sharing Duty (DfE wef 30th September 2026) 
Keeping children safe in education (DfE 2026) 
Out of school settings: safeguarding advice (DfE 2026) 
Guidance for safer working practice (SRC 2022) 
West Yorks / Leeds SCP multi-agency procedures for child protection 
What to do if you’re worried a child is being abused (DfE 2015)  
 
Training 
We comply with the training requirements set out in the EYFS framework annex C, ensuring that training for 
staff is relevant to the protection of children under the age of 5. We also follow the multi-agency training 
standards published by Leeds Safeguarding Children Partnership. We intend to create in Shadwell Childcare 
an environment in which children are safe from abuse and in which any misconduct or abuse is promptly and 
appropriately responded to. In order to achieve this: 
 
We will seek out training opportunities for all staff and regular volunteers to ensure that they recognise signs 
and indicators of abuse which could include physical, emotional, sexual abuse and neglect. At induction, all 
staff complete the Leeds SCP course ‘Working together to safeguard children’ which provides specific 
information regarding the local context and multi-agency arrangements. In addition, all staff are expected to 
read ‘What to do if you’re worried a child is being abused (DfE 2015). 

http://westyorkscb.proceduresonline.com/index.htm
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/working-together-to-safeguard-children--2
https://www.gov.uk/government/publications/information-sharing-to-safeguard-children-and-young-people
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2
https://www.gov.uk/government/publications/keeping-children-safe-in-out-of-school-settings-code-of-practice
https://www.saferrecruitmentconsortium.org/
https://westyorkscp.trixonline.co.uk/contents/contents
https://www.gov.uk/government/publications/what-to-do-if-youre-worried-a-child-is-being-abused--2
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf


 
All staff will have formal training at least every two years, with annual refresher training. We have a blended 
approach to training, with a mixture of face to face training delivered by the Leeds Education safeguarding 
team or an external consultant, the DfE/NSPCC module linked in EYFS annex C, Leeds SCP modules and 
other e-learning such as Prevent, domestic abuse, early help, etc.  
 
Safeguarding training will be relevant to children aged 2 – 5 years and will, as a minimum, include: 
  

• What is meant by the term safeguarding.   

• The main categories of abuse, harm and neglect.  

• The factors, situation and actions that could lead or contribute to abuse, harm or neglect.   

• How to work in ways that safeguard children from abuse, harm and neglect.  

• How to identify signs of possible abuse, harm and neglect at the earliest opportunity. These may 
include:   

o Significant changes in children's behaviour.   
o A decline in children’s general well-being.   
o Unexplained bruising, marks or signs of possible abuse or neglect.   
o Concerning comments or behaviour from children.   

• Inappropriate behaviour from practitioners or any other person working with the children. This could 
include inappropriate sexual comments; excessive one-to-one attention beyond what is required 
through their role; or inappropriate sharing of images.   

• Any reasons to suspect neglect or abuse outside the setting, for example in the child’s home or that a 
child may experience emotional abuse or physical abuse because of witnessing domestic abuse or 
coercive control or that a girl may have been subjected to (or is at risk of) female genital mutilation.   

• How to respond, record and effectively refer concerns or allegations related to safeguarding in a timely 
and appropriate way.  

• The setting’s safeguarding policy and procedures.  

• Legislation, national policies, codes of conduct and professional practice in relation to safeguarding. 

• Whistleblowing.   

• Roles and responsibilities of staff and other relevant professionals involved in safeguarding. 
 
The DSL and deputy/ies will attend training relevant to their additional responsibilities, in line with the EYFS 
framework annex C and Leeds SCP multi-agency training standards. Shadwell Childcare takes a blended 
approach to this training, including Leeds City Council DSL training courses and refreshers, Safer Recruitment 
Consortium, and other topic-specific conferences, modules and e-learning opportunities. The DSL and 
deputy/ies will be trained in: 

• How to build a safer organisational culture.  

• How to ensure safer recruitment.   

• How to develop and implement safeguarding policies and procedures.   

• How to support staff and work with other professionals to safeguard children.   

• Local child protection procedures and how to liaise with local statutory children's services agencies 
and with the local safeguarding partners to safeguard children.   

• How to refer and escalate concerns. 

• How to manage and monitor allegations of abuse against other staff.  

• How to ensure internet safety. 
 
Safer recruitment 
 

• It will be made clear to applicants for posts within Shadwell Childcare that the position is exempt from 
the provisions of the Rehabilitation of Offenders Act 1974 (allowing for changes as a result of the 
exceptions orders 2013, 2020 and 2023) 



 

• All applicants for work within Shadwell Childcare, whether voluntary or paid, will be interviewed before 
an appointment is made and will be asked to provide two references . Staff will not be permitted to 
commence in post before satisfactory references have been received.  
 

• Referees will be asked to confirm the reason the individual left their employment, and whether there 
has been any founded safeguarding allegation against them. All references will be followed up and we 
will ensure that electronic references have come from a legitimate source.   
 

• In the case of applicants with unexplained gaps in their employment history, or who have moved 
rapidly from one job to another, explanations will be sought. 

 

• All appointments, both paid roles and regular volunteers, will be subject to an enhanced DBS 
certificate and a probationary period. Positions will not be confirmed unless Shadwell Childcare is 
confident that the applicant can be safely entrusted with children. 

 

• Paid staff and any volunteers who are in regulated activity will be checked against the DBS children’s 
barred list before they commence in post. Newly appointed staff, trustees and other regular volunteers 
will also be asked to register with the DBS update service and to maintain this registration for the 
duration of their employment with us.   
 

• Adults, paid or unpaid, who are providing early years or later years childcare will be asked to confirm 
that they are not disqualified from childcare. All staff will be reminded annually of the Regulations and 
their duty to inform the employer if they believe they may be disqualified.  

 

• We have a clear expectation that staff will inform the manager or chair of trustees of any relevant 
change in their circumstances, including any cautions, convictions or criminal charges brought 
during their employment or where their relationships and associations both within and outside of 
the workplace (including online) may have implications for the safeguarding of children in Shadwell 
Childcare (Disqualification under the Childcare Act 2006 [Regulations August 2018]). 

 
Preventing abuse by means of good practice 
 
Adults will not routinely be left alone with individual children or with small groups.  An adult who needs to take a 
child aside - for example for one:one or for behaviour support, will always be within view or hearing of other 
practitioners. 
 
Adults who have not been checked against the DBS children’s barred list (infrequent / one-off volunteers or 
visiting professionals) will never take children unaccompanied to the toilet or be involved in nappy changing / 
intimate care.  
 
Staff are trained in intimate / personal care best practice at least every three years and are aware of the 
importance of ensuring that children’s privacy is considered and balanced with safeguarding and support 
needs when changing nappies and toileting.  
 
Children will be encouraged to develop a sense of autonomy and independence through adult support in 
making choices and in finding names for their own feelings and acceptable ways to express them.  This will 
enable children to have the self-confidence and the vocabulary to resist inappropriate approaches. Children will 
learn about safe and unsafe touch, and staff will model safe touch and consent at all times.  
 
The layout of the play area(s) will permit constant supervision of all children. 



 
Staff & any other adults’ mobile phones are to be kept locked away whilst working/present in the room. The use 
of smart watches or other devices with camera or remote audio-recording capability is not permitted. The only 
cameras used are the property of Shadwell Childcare; images are kept on password protected computers and 
tablets and are only printed on site. Photographs are deleted from the nursery iPads no later thanthe end of 
each half term period.  
 
Staff are made aware of the consequences of inappropriate social networking. No contact via social media 
should be made to children (or their parents / carers) with whom staff/volunteers have worked in a professional 
capacity.  
 
The children are not allowed to bring mobile phones, wearable ‘smart’ devices, DS game consoles or any 
hand-held game that may have a camera or remote audio-recording into the room; any such items brought in 
will be stored in the office until the child is collected. 
 
Shadwell Childcare will ensure that any allegations made / concerns raised against a member of staff 
(including agency staff, students and volunteers) will be dealt with swiftly and in accordance with these 
procedures. If an allegation / concern in any way implicates the manager, the Chair of trustees should be 
informed without delay at carolyn.eyre@btinternet.com .  
 
Where an allegation / concern is made against a member of staff (including agency staff and volunteers), the 
manager (or the Chair of trustees if the concern relates to the manager) will immediately contact the Local 
Authority Designated Officer (LADO) who is based within the Leeds City Council Child Protection Unit 0113 
247 8652/1).  
 
If relevant, the worker with the concern should ensure that the child is safe and away from the person against 
whom the allegation / concern is made. Where there is an immediate danger, the worker may need to call the 
police or ambulance service before taking any other action.  
 
A full written record should be made by the witness(es) – there must be no attempt to investigate the incident or 
concern until the LADO has been consulted 
 
Once the advice of the LADO has been sought and any external processes completed, Shadwell Childcare will 
ensure that an internal investigation takes place and consideration is given to the need for disciplinary 
procedures. This may involve suspension and/or dismissal dependant on the nature of the incident. If the 
concern relates to an agency worker or student, Shadwell Childcare will lead any investigation unless the 
LADO directs otherwise.  
 
Where it is alleged that a child has been harmed by a member of staff or volunteer, Ofsted must be informed as 
soon as is practicable after the LADO has been consulted: 
 
The Duty Officer  
OFSTED North West 
Piccadilly Gate 
Manchester, M1 2WD  
Tel 0300 1231231 
 
Where relevant, a notification will also be made to the Charities Commission in line with their serious incident 
reporting procedures. 
 
All staff are encouraged to report low level concerns to the manager, including self-reporting. Where a concern 
raised about a member of staff does not meet the threshold for LADO referral, the manager will record the 

mailto:carolyn.eyre@btinternet.com


concern in a confidential record and decide whether any other action might be needed; for example, additional 
training, advice / support for the member of staff, review of relevant policies.   
 
Whistleblowing  
 
Working together to safeguard children (DfE 2026) requires all children’s settings to put appropriate 
whistleblowing procedures in place for staff to raise concerns about poor or unsafe practice in the setting’s 
safeguarding provision. This must include when and how to report concerns and the process that will be 
followed after staff report concerns. The EYFS statutory framework also requires that childcare settings have 
these arrangements in place. All staff at Shadwell Childcare are made aware of our whistleblowing procedure 
and all staff should feel able to raise concerns about poor or unsafe practice and know that such concerns will 
be taken seriously by the senior leadership team.   
 
Where a staff member feels unable to raise an issue with the manager or a trustee, or feels that their genuine 
concerns are not being addressed, other channels are open to them:  
 

• Leeds LADO – LCC Child Protection Unit 0113 247 8652/1 

• Charity Commission whistleblowing online form Raising Concerns - Charity Commission for England 
and Wales  

• NSPCC whistleblowing advice line: call 0800 0280285 – 08:00 to 20:00, Monday to Friday and 09:00 
to 18:00 at weekends. The email address is: help@nspcc.org.uk. Alternatively, staff can write to: 
National Society for the Prevention of Cruelty to Children (NSPCC), Weston House, 42 Curtain Road, 
London EC2A 3NH  

• Protect is a charity that provides impartial advice to people thinking about whistleblowing: Protect | 
Speak Up, Stop Harm or Tel: 0800 055 7214 

• Ofsted provides guidance on how to make complaints about a childcare provider: Complaints 
procedure - childcare   

• Government guidance on whistleblowing can be found via: Whistleblowing for employees   
 
Responding appropriately to concerns of abuse 
 
The first concern will be the child.  Children whose condition or behaviour has given cause for concern will be 
listened to, reassured and helped to understand that they themselves are valued and respected and have not 
been at fault.  
  
Changes in children's behaviour / appearance / signs of abuse or neglect will always be recorded and 
responded to.   
 
Shadwell Childcare has a designated person for safeguarding. In their absence; a deputy/senior will always be 
available for workers to consult with. The named persons for Shadwell Childcare are; 
 

Designated safeguarding lead (DSL) – Paula Wilson  

Deputy safeguarding officer (DSO) – Lucy Butterfield  

Deputy safeguarding officer (maternity cover) – Asha Parmar-Jones  

Work telephone number – 01132 659050 

Mobile number – displayed in the office  

Named safeguarding trustee / Chair of trustees – Carolyn Eyre carolyn.eyre@btinternet.com 

One of the designated staff will always be available during working hours, including by phone, even if the 
nursery (or a bubble) has been closed or the relevant staff need to self-isolate. If neither safeguarding person is 

https://forms.charitycommission.gov.uk/Raising-Concerns/
https://forms.charitycommission.gov.uk/Raising-Concerns/
https://protect-advice.org.uk/
https://protect-advice.org.uk/
https://www.gov.uk/government/organisations/ofsted/about/complaints-procedure#complain-about-childcare
https://www.gov.uk/government/organisations/ofsted/about/complaints-procedure#complain-about-childcare
https://www.gov.uk/whistleblowing


contactable, staff should contact the named safeguarding trustee for advice or may refer their concerns to 
Leeds children’s social work service directly.  
 
The responsibilities of the DSL are; 
 

• To ensure staff and volunteers are aware of what they should do and who they should go to if they 
are concerned that a child is being abused or neglected 

• Ensure staff and volunteers have a clear procedure for reporting their concerns or observations 
and passing these records to the named person without delay 

• Provide support to staff who have concerns about a child   

• Ensure that any concerns are acted on, clearly recorded, referred on where appropriate and 
followed up 

• To keep secure records of any safeguarding or child protection concerns or incidents including 
what action was taken. These records will be kept confidential in a secure place 

 
If there are any concerns regarding a child’s behaviour, physical condition or appearance staff will initially talk 
to the child, listening carefully to their responses, and notify the designated safeguarding lead. All information 
should then be recorded, without delay, on a cause for concern form, signed and dated. 
 
Parents will normally be the first point of reference, but if they are not in a position to allay any legitimate 
anxieties, the matter will be referred to Children’s Social Work Services (CSWS). If necessary, CSWS will be 
contacted without prior consultation with parents, in line with the information sharing duty (wef 30/09/26). 
 
All such concerns will be kept confidential, shared only with those who need to know.  The people most 
commonly involved will be the member of staff / key person, Shadwell Childcare manager (DSL) and the 
deputy safeguarding officer and, in some circumstances, the Chair of trustees. 
 
The DSL (and their deputy) can also seek advice and clarity about a situation that is beginning to raise concern 
through Leeds Children’s Social Work Services screening team or from the NSPCC National Child Protection 
helpline on 0808 800 5000 
 
A family help assessment may need to be completed in some circumstances; this is usually a multi-agency 
process that enables all professionals to work together with the family to meet the needs of individual children. 
 
Keeping records 
 
Whenever worrying changes are observed in a child's behaviour, physical condition or appearance, a specific 
and confidential record will be set up using a cause for concern form, quite separate from the usual on-going 
records of children's progress and development.  The record will include, in addition to the name, address and 
age of the child:  timed and dated observations, describing objectively the child's behaviour/appearance, 
without comment or interpretation. Where possible, record the exact words spoken by the child. A body map 
may be used to record any marks or injuries. The record must include the date, name and signature of the 
recorder. 
 
Such records will be kept in a separate file and will not be accessible to people other than the Shadwell 
Childcare manager (DSL), the deputy safeguarding officer and key person or other member of staff as 
appropriate. Occasionally, external bodies such as police or Ofsted may request sight of child protection 
records.  
 
Child protection records will be passed to the child’s new childcare setting or school at transition. In the rare 
event that a child leaves Shadwell Childcare and does not transfer to another education setting, the child 
protection file will be retained securely until the end of the academic year of the child’s 25th birthday. It will then 



be destroyed confidentially in line with Data Protection legislation. The only exception to this is records relating 
to known or suspected sexual abuse, which will be retained until the end of the academic year of the child’s 
75th birthday.  
 
Any record relating to an allegation of harm made against a member of staff or other adult will be retained 
securely in their personnel file until retirement age or for 10 years (whichever is the longest) and will then be 
destroyed confidentially in line with Data Protection legislation.     
 
A set time is given for safeguarding supervision of staff, where any concerns can be discussed. 
 
A record of accidents/incidents notified to us by parents/carers will be recorded & stored securely. 
See also “Information sharing duty: statutory guidance for safeguarding organisations and their practitioners 
(DfE 2026)  
 
Definitions of abuse and neglect 
 
Working together to safeguard children (DfE 2026) says safeguarding is: 

• “providing help and support to meet the needs of children as soon as problems emerge 
• protecting children from maltreatment, whether the risk of harm comes from within or outside the 

home, including online  
• preventing impairment of children’s mental and physical health or development  
• ensuring that children grow up in circumstances consistent with the provision of safe and effective care  
• promoting the upbringing of children with their birth parents, or otherwise their family network through a 

kinship care arrangement, whenever possible and where this is in the best interests of the children 
• taking action to enable all children to have the best outcomes” 

 
Abuse 
“A form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm, or by failing 
to act to prevent harm. Harm can include ill treatment that is not physical as well as the impact of 
witnessing ill treatment of others. This can be particularly relevant, for example, in relation to the impact on 
children of all forms of domestic abuse, including physical abuse, sexual abuse, emotional and 
psychological abuse, coercive and controlling behaviour and economic or financial abuse, where they see, 
hear, or experience its effects. Children may be abused in a family or in an institutional or extra-familial 
contexts by those known to them or, more rarely, by others. Abuse can take place wholly online, or 
technology may be used to facilitate offline abuse. Children may be abused by an adult or adults, or 
another child or children. This includes in teenage relationships, or under the guise of ‘honour’ based abuse 
including forced marriage and female genital mutilation, or abuse related to faith or belief such as 
allegations of demonic possession.”  
 
Physical Abuse 
 
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, or 
otherwise causing physical harm to a child. Physical harm may also be caused when a parent/carer fabricates 
the symptoms of, or deliberately induces illness in a child. 
 
Emotional Abuse 
 
The persistent emotional maltreatment of a child such as to cause severe and adverse effects on the child’s 
emotional development. It may involve conveying to a child that they are worthless or unloved, inadequate, 
or valued only insofar as they meet the needs of another person. It may include not giving the child 
opportunities to express their views, deliberately silencing them or ‘making fun’ of what they say or how 
they communicate. It may feature age or developmentally inappropriate expectations being imposed on 



children. These may include interactions that are beyond a child’s developmental capability as well as 
overprotection and limitation of exploration and learning, or preventing the child participating in normal 
social interaction. It may involve seeing or hearing the ill-treatment of another. It may involve serious 
bullying (including cyberbullying), causing children frequently to feel frightened or in danger, or the 
exploitation or corruption of children. Some level of emotional abuse is involved in all types of maltreatment 
of a child, although it may occur alone. 
 
Sexual Abuse 
 
Involves forcing or enticing a child or young person to take part 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 also 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. Sexual abuse can take place wholly online, or technology may be used to facilitate offline abuse. 
Child sexual abuse material available online may have been generated in a family environment. Online 
abuse can also take the form of cybergrooming or self-generated sexual content under coercion. Sexual 
abuse is not solely perpetrated by adult males. Women can also commit acts of sexual abuse, as can other 
children. A child of any age or gender can be a victim of sexual abuse. 
 
Neglect 
 
Neglect is the persistent failure to meet the basic physical and/or psychological needs of a child, likely to result 
in the impairment of the child’s health or development. Neglect may occur during pregnancy as a result of 
maternal substance abuse. Once a child is born, neglect may involve a parent or carer failing to: provide 
adequate food, clothing and shelter (including exclusion from home or abandonment); protect a child from 
physical and emotional harm or danger; ensure adequate supervision (including the use of inadequate 
care-givers); ensure access to appropriate medical care or treatment; or provide a suitable education. It 
may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.  
 
Shadwell Childcare works within the Leeds SCP Recognising, Assessing and Responding to Neglect; 
Practitioner Guidance; Responding to Neglect | Leeds Safeguarding Children Partnership   
 
Liaising with other bodies 
 
Shadwell Childcare operates in accordance with our statutory responsibility laid down by the Children’s 
Wellbeing and Schools Act 2026: information sharing duty. Early years settings are named in the duty, 
alongside schools, NHS Trusts, the local authority, GPs and other organisations covered by s11 of the Children 
Act 2004. 
 
Information held in our confidential records relating to children at Shadwell Childcare will be shared with the 
relevant partner agencies if we believe that sharing the information: 

• would safeguard or promote the wellbeing of the child or other children  

• would be in the child’s best interests 

• would enable another professional to fulfil their responsibilities. 
 
The information sharing duty applies to information about a child, other people related to or involved with that 
child, or other children.  
 
We understand that consent is not an appropriate processing condition when sharing information under the 
duty and we will not ask parents / carers for consent. In line with the duty, we are expected to inform parents or 

https://www.leedsscp.org.uk/practitioners/local-protocols/neglect


carers that information has been shared, who it was shared with and why, unless doing so could place the child 
at increased risk of harm. However, we believe that working in partnership with parents and carers is in the 
best interests of the child and family and we will, wherever possible, discuss our concerns and the fact that we 
are considering sharing information with another agency unless we believe this could be detrimental to the 
child. 
   
Where the concern relates to a child who is also a pupil of Shadwell Primary School (e.g. a child in OOSC) or 
whose sibling attends Shadwell Primary School, the DSL may also share some information with the school’s 
Designated Safeguarding Lead if it is believed that to not do so may place the child at increased risk of 
significant harm. 
 
We will maintain ongoing contact with the registering authority, together with names, addresses and telephone 
numbers of individual social workers, to ensure that it would be easy, in any emergency, for Shadwell Childcare 
and Children’s Social Work Services to work well together. 
 
Specific issues 
 
At Shadwell Childcare, we recognise that we have responsibilities to protect children from abuse and neglect 
and that we also have a responsibility to safeguard children from some specific risks of harm including through 
the curriculum. These include recognising and responding to indicators that a child may be at risk of being 
radicalised, may be living with domestic abuse or parental conflict, at risk of honour or faith based abuse, could 
be exposed to online risks or that a girl may have experienced or be at risk of female genital mutilation.  
 
Through the formal and informal curriculum and by promoting the fundamental British values, we aim to give 
our children the skills to keep themselves safe, to seek help, to express their views and feelings, and to make 
healthy choices.    
 
Sexually harmful behaviour and child on child abuse 
 
We recognise that it is possible for a child to harm another child. With very young children, this is rarely 
intentional or predatory and may well be an indicator that the child in question is themselves experiencing 
some form of abuse or may have unmet needs. 
 
We minimise the risk of child:child abuse through the curriculum and by role modelling, for example ‘being kind 
to each other’, ‘safe touch’, ‘my friends’ – see also the Behaviour policy, Equality and Diversity policy and 
British Values curriculum.    Children are closely supervised by staff and supported to play positively with their 
peers. In the event that a child demonstrated harmful sexual behaviour, staff would follow the SCC child 
protection policy and West Yorks Safeguarding Children Partnership multi-agency procedures which include an 
expectation that the child displaying the behaviour and any child/ren that had experienced harm as a result 
would be referred to Leeds children’s social work services. In some circumstances, this referral may need to be 
made without prior discussion with the parents / carers of the child/ren involved.   
 
Domestic abuse  
 
As a result of the Domestic Abuse Act 2021, children who live with or are exposed to domestic abuse or 
coercive control are now recognised as victims of domestic abuse in their own right. Staff have received 
training on domestic abuse and are aware that any concerns or disclosures (including disclosures from a 
parent) must be recorded on a cause for concern form and passed to the DSL who will make a referral to 
CSWS and / or the multi-agency risk assessment conference coordinator (MARAC). Shadwell Childcare will 
ensure that parents / carers experiencing domestic abuse are signposted to local services who may be able to 
offer support. If a child is known to be living with domestic abuse, Shadwell Childcare staff will work with 
partner agencies to develop any safety plan that may be needed.  



 
We are aware that Operation Encompass does not currently notify early years settings / OOSC providers in 
West Yorkshire of incidents of domestic abuse in the way that schools are currently notified.       
 
Supporting families 
 
Shadwell Childcare will take every step in its power to build up trusting and supportive relationships between 
families and staff and volunteers in the group. 
 
Where abuse at home is suspected, Shadwell Childcare will continue to welcome the child and family while 
investigations proceed. 
 
We will discuss concerns with the parent(s) unless we believe that to do so may place the child – or other 
children – at increased risk or it is not possible to contact the parent (e.g. because the given phone number is 
unobtainable or the parent does not respond).  
 
With the proviso that the care and safety of the child must always be paramount, Shadwell Childcare will do all 
in its power to support and work with the child's family. 
 
COVID and future pandemic arrangements  
 
Shadwell Childcare complies with Government direction on whether it is necessary to close the setting to most 
children. We endeavour to provide continuity of care to all vulnerable children and, where possible, to the 
children of critical / essential workers, even when we are required to close to others. If the school is required to 
close, we do not encourage parents to bring their school-age children to our OOSC.  
 
In cases where children cannot attend our provision due to a bubble self-isolating or Government direction to 
close to most children, the staff will maintain contact with the children through safe and well checks, telephone 
contact and / or Facetime / Zoom type interactions. If we are not able to contact a parent or child and have 
concerns about their safety, we will follow the safeguarding steps outlined above and contact CSWS or the 
police to request a welfare visit.  
 
We recognise that the pandemic was extremely difficult for children and their parents / carers, and that the 
impact on some children can still be seen; nationally, there is an increase in mental health difficulties, domestic 
abuse and child abuse. Parents can contact the manager if they are worried and we regularly signpost our 
families to external agencies that can provide advice and support.   
 
See also our Attendance policy  

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 1 
Leeds arrangements – who to contact 

 
CSWS Duty and 
Advice  
 

Urgent Child Protection 
concerns / initial referral 

Professionals – 0113 3760336 
Members of the public – 0113 222 4403 

CSWS Emergency 
Duty Team (out of 
hours) 
 

Urgent Child Protection 
concerns 

0113 535 0600 
childrensEDT@leeds.gov.uk 

Education 
Safeguarding Team 
(Professionals only) 
 

Advice / Training / 
Safeguarding Audit 

0113 3789685 
estconsultation@leeds.gov.uk 

Local Authority 
Designated Officer 
 

Allegations against adults in 
school 

0113 3789687 
lado@leeds.gov.uk 

Cluster Targeted 
Services Lead 
 

Family Support / Attendance 
/ Early Help / Pupil 
Counsellor  

 
 

PREVENT Team Prevent training/advice 0113 535 0810 
prevent@leeds.gov.uk 
 

Family Hub  
 

Family hub support 0113 5350185 
Family.hubs@leeds.gov.uk 

Data Protection 
Officer 

Richard Lewis Ogden     dpo@bywaterkent.co.uk 
 

 
In emergencies the police, please remember that if the concern or situation is an emergency contact the 
police. For non-emergencies dial 101, in an emergency always dial 999. 
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Appendix 2 - Confidential 

Cause for Concern Form 
 

Note: Please do not interpret what is seen or heard; simply record the facts.  

After completing the form, pass it immediately to the Designated staff.  
 
Name of child……………………………………..      Room / group ………….. 
 
Name of staff member completing form ……………..……  Date …..………   Signature ………………………. 
 
 
Day…………….. Date……………. Time…………..     Place………… … 
(of observed behaviour / discussion / disclosure)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For Designated staff use (please complete relevant sections) 
 

Action Taken By whom & 
when 

Outcome 

Talk to child?   

Monitoring sheet? 
 

  
 

Check child’s profile? 
 

  
 

Contact parent / carer? 
 

  
 

Check with allocated Social 
Worker? 

  
 

Seek advice from LA 
safeguarding adviser? 

  
 

Refer to CSWS? 
 

  
 

Other (Please specify)   
 

If no action taken, state reason 
here  

  

Nature of incident / concern including relevant background (Record child’s words verbatim)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
 
 
 
 
 

 

 
 
 
ALLEGATIONS OR CONCERN ABOUT A PERSON WORKING WITH CHILDREN 
This form has been designed to help all agencies working with children record and refer information when 
it has been alleged that a person who works with children has: 
 
Behaved in a way that has harmed a child, or may have harmed a child; 
Possibly committed a criminal offence against or related to a child; or 
Behaved towards a child or children in a way that indicates she or he may pose a risk of harm to children. 
Behaved or may have behaved in a way that indicates they may not be suitable to work with children. 
 
 
N.B. PLEASE PROVIDE AND ENSURE ALL OF THE BELOW INFORMATION IS RECORDED ON 
THIS DOCUMENT INCLUDING YOUR NAME/ PHONE NUMBER & EMAIL AND SEND TO 
LADO@leeds.gov.uk WITHIN ONE WORKING DAY.  
N.B. THIS INFORMATION MAY BE SHARED WITH PARTNER AGENCIES. 

 

Date of Notification: Click here to enter a date. 

Date of Alleged Incident: Click here to enter a date. 

Name of Referrer:  

Agency:  

Contact Details & Email:  

 

Professional/s Named in the Allegation: 

 

Name : D.O.B : 
Employment 
Sector: 

Occupation:  Employer: 

  Select A-H. 
Select N-R. 
Select S-Y. 

  

 

Home Address:  

 

Child/ren’s Details (if applicable): 

 

Name : D.O.B : 
Legal Status i.e. 

Looked after child 
(S.31,S.20,LASPO) 

Social Worker or 
Case Worker: 

Independent 
Reviewing Officer: 

     

     

 

Children’s Services 
Integrated Safeguarding Unit 

 Notification to Local Authority Designated Officer 
(Managing Allegations) 

 



 

Address :   

 
 

Summary of 
Allegation 

Notification Summary: (to include name of referrer, date, time, detail of allegation and 

professional (s) involved)  
 

 
 
 
 
 

 

Category of Alleged 
Abuse 

Primary Category of Alleged Abuse: 

Choose an item. 
Secondary Category of Alleged Abuse: 

Choose an item. 

 

Child or young 
person’s view 

Has the young person’s  views been sought?: Yes/No (to include when, by whom 
and detail of interview) If not please specify reason and date when young person will be 
seen)  
 

 
 
 
 

 
Parent or carer’s 
view 

Has the parent/carer been notified, and their views sought?: Yes/No (to include 

when, by whom and detail of interview) If not please specify reason )  
 
 
 
 
 

 

 
Have you discussed this concern with the appropriate Line Manager and Human Resources 
within your organisation?  

 

 What is their view? 
 
 
 
 
 

 

 
   Does the professional have children of their own? if known please give names & ages 
 

 
 
 
 
 

 

Previous concerns of 
a safeguarding 
nature: 

Please identify (in chronological order) any previous/historical concerns of a 
safeguarding nature by the professional concerned. 
 

 
 



 
 

 

Previous concerns of 
a safeguarding 
nature: 

Please identify (in chronological order) any previous/historical concerns of a safeguarding 
nature by the professional concerned. 
 

 
 
 
 

 

 
   Does the professional work with children in any other capacity? 
 

 
 
 
 

 

 
 Does the professional acknowledge the concern?  
 Please consult with HR if advice is required about talking to the member of staff  

 What is their view? 

 
 
 
 
 

 

 
   Do you believe that the individual concerned poses a current risk of significant harm to children 

and       young people in your organisation?  
 

YES ☐ NO ☐ Please explain your rationale for the response. 

 
 
 

 
In your professional opinion what action should be taken in regard to the individual facing the 
allegation or concern?  

 

   
 
 
 

 

 
If the professional who these concerns are about, is not a member of staff directly employed by 
your organisation (e.g., an agency worker) have you discussed this concern with the appropriate 
Line Manager for the organisation concerned? 

 What is their view? 

 
 
 
 



Name of employer: 

Contact details: 

 

LADO Discussion 
 Have you already discussed this matter with a LADO?  If so, please provide details here. 
 
 
 
 

 
 
Form Completed by:  
 
Contact details: 
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