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1. Policy Statement and Aims 

Keeping Babies and Toddlers Safe at Castle Tots Pre-School 

At Castle Tots, we believe that every child deserves to feel loved, secure, and valued. Our youngest children 
depend entirely on trusted adults to keep them safe. Safeguarding is not a separate part of our work - it is at 
the centre of everything we do. 

This policy sets out how we protect children from harm, respond to concerns, and create a culture of safety 
and care. It sits alongside and is consistent with the Castle Hill Primary School Safeguarding and Child 
Protection Policy and with the requirements of the Achieving for Children (AfC) Safeguarding Partnership 
for Kingston upon Thames. 

We follow: 

●​ Keeping Children Safe in Education (KCSiE) 2025 
●​ Working Together to Safeguard Children (2025) 
●​ Early Years Foundation Stage Statutory Framework (2025) — particularly Section 3, “Safeguarding 

and Welfare Requirements” 
●​ Education Act 2002 (s175), Children Acts 1989 & 2004, and related guidance 
●​ Prevent Duty Guidance (2015), Serious Crime Act (2015) for FGM, and Rehabilitation of Offenders 

Act (1974). 

Our principles: 

●​ Safeguarding is everyone’s responsibility. 
●​ The welfare of the child is paramount. 
●​ Children’s voices (verbal or non-verbal) must be heard and acted upon. 
●​ Partnership with parents/carers is essential unless it places a child at further risk. 
●​ We act early, record carefully, and review frequently. 
●​ Clear lines of accountability and record keeping 

Scope: 

This policy applies to all adults working or volunteering at Castle Tots Pre-School, including: 

●​ Permanent, temporary, and agency staff 
●​ Students/Apprentices on placement 
●​ Volunteers and visitors 
●​ Contractors and external professionals working with or around children 

It also applies to all aspects of nursery life, including care routines, play, learning experiences, and 
interactions both on and off the premises.  
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2. Our Vision and Values 

Castle Tots shares the values of Aspiration, Respect, and Compassion with Castle Hill Primary School.​
These values guide our safeguarding culture: 

●​ Aspiration: Helping every child thrive by removing barriers to safety and learning. 
●​ Respect: Valuing families, colleagues, and professionals; listening without judgement. 
●​ Compassion: Responding with empathy, understanding that families may face stress and hardship. 

We aim to build strong attachments and trusting relationships so that children feel confident to explore, 
express themselves, and seek comfort from adults. 

 

3. Who Helps Keep Children Safe 

The Designated Safeguarding Lead (DSL) 

●​ The Manager of Castle Tots is the DSL. Amanda Gladwell is the manager at Castle Tots.  
●​ The DSL has overall responsibility for safeguarding practice, policy, and liaison with external 

agencies. 
●​ The DSL works closely with the Castle Hill Primary School DSL and DDSLs and the Headteacher to 

ensure continuity and joint oversight. 
●​ In the DSL’s absence, a Deputy DSL is available and trained to the same standard. 

The DSL will: 

●​ Be available during opening hours to discuss concerns. 
●​ Lead child protection cases and referrals. 
●​ Maintain detailed, confidential records. 
●​ Coordinate Early Help and support plans. 
●​ Liaise with AfC SPA, social care, police, and health services. 
●​ Ensure staff receive ongoing training and supervision. 
●​ Promote a culture of vigilance and curiosity. 

All Staff, Volunteers, and Students 

●​ Understand and follow this policy. 
●​ Attend safeguarding training at induction and annually thereafter. 
●​ Know the signs of abuse and how to respond. 
●​ Record and report concerns immediately to the DSL. 
●​ Uphold professional boundaries at all times. 

Board of Trustees and Headteacher 

The Board of Trustees and Headteacher of Castle Hill Primary School has strategic oversight of 
safeguarding for the school and Castle Tots.​
Trustees ensure that: 

●​ Policies are compliant and reviewed yearly. 
●​ DSLs are properly trained and supported. 
●​ Safer recruitment and staff suitability checks are complete. 
●​ Serious incidents are reported and reviewed. 
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●​ At least one named trustee has oversight of safeguarding arrangements.  

 

4. How We Recognise When a Child Needs Help 

At Castle Tots, our staff understand that babies and toddlers communicate their feelings, needs and 
worries through their body language, facial expressions, and behaviour. Because they may not be able to 
say when something is wrong, it is our responsibility to be alert, observant, and professionally curious at all 
times. 

Being Alert to Signs of Abuse or Neglect 

All staff must be vigilant to the signs that a child may be suffering, or at risk of suffering, abuse or neglect. 
We recognise that even small changes in a child’s presentation, behaviour, or routines can be significant.​
 Staff are trained to notice and record changes such as: 

●​ Unexplained bruises, marks or injuries, especially in unusual places. 
●​ Flinching or seeming fearful when approached or touched. 
●​ Sudden changes in mood or behaviour — becoming withdrawn, unusually quiet, or aggressive. 
●​ Regression in skills such as feeding, toileting or sleeping. 
●​ Unexplained hunger, tiredness, or poor hygiene. 
●​ Reluctance to go home, or clinginess at drop-off or collection. 
●​ Inappropriate or unusual play themes that may reflect worry or exposure to harmful experiences. 
●​ Comments or disclosures from parents or carers that cause concern. 

There are four categories of abuse: 

●​ Physical abuse 
●​ Sexual abuse 
●​ Emotional abuse 
●​ Neglect 

It is important that all staff working at Castle Tots are aware of the indicators of abuse and that they should 
always consult when concerned. 
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Type of Abuse Possible Indicators 

Neglect  

The persistent failure to meet a child’s basic 
physical and psychological needs, likely to result 
in the serious impairments 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 food, clothing and shelter; 
protect a child from physical and emotional harm 
or danger; 
ensure adequate supervision; 
ensure access to appropriate medical care or 
treatment. 

●​ Obvious signs of lack of care including: 
●​ Problems with personal hygiene; 
●​ Constant hunger; 
●​ Inadequate clothing; 
●​ Emaciation; 
●​ Lateness or non-attendance at the 

setting; 
●​ Poor relationship with peers; 
●​ Untreated medical problems; 
●​ Compulsive stealing and scavenging; 
●​ Rocking, hair twisting, thumb sucking; 
●​ Running away; 
●​ Low self-esteem. 

Physical Abuse 
May involve hitting, shaking, throwing, poisoning, 
burning or scalding, drowning, suffocating or 
otherwise causing physical harm to a child e.g. 
FGM, Breast ironing.  Physical harm may also be 
caused when a parent or carer fabricates the 
symptoms of, or deliberately induces illness in a 
child 
  

Physical signs that do not tally with the given 
account of occurrence conflicting or unrealistic 
explanations of cause repeated injuries delay in 
reporting or seeking medical advice. 

Sexual Abuse 
Forcing or enticing a child 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, penetrative or non-penetrative 
acts and also includes involving children in 
watching pornographic material or watching 
sexual acts. 

●​ Sudden changes in behaviour 
●​ Displays of affection which are sexual and 

age inappropriate 
●​ Tendency to cling or need constant 

reassurance 
●​ Tendency to cry easily 
●​ Regression to younger behaviour – e.g. 

thumb sucking, acting like a baby 
●​ Unexplained gifts or money 
●​ Depression and withdrawal 
●​ Wetting/soiling day or night 
●​ Fear of undressing for PE 

Emotional Abuse 
The persistent emotional maltreatment of a child 
such as to cause severe and persistent adverse 
effects on the child’s emotional development. It 
may involve conveying to children that they are 
worthless or unloved, inadequate, or valued only 
insofar as they meet the needs of another 
person. 

●​ Rejection 
●​ Isolation 
●​ child being blamed for actions of adults 
●​ child being used as carer for younger 

siblings 
●​ affection and basic emotional care 

giving/warmth, persistently absent or 
withheld. 

​
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Bruising in babies 

Should we observe bruising in a baby who is not crawling, cruising or independently mobile we will raise the 
concern with the child’s parent in the first instance depending on the timing and the nature of the concern. 
In all cases of bruising in pre-mobile children a referral will be made to SPA.  

https://learning.nspcc.org.uk/research-resources/pre-2013/bruises-children-core-info-leaflet 

We also recognise that some children may have additional vulnerabilities — for example, children with 
SEND, those in care, or those living in families under stress — and may need extra vigilance and care. 

Using Professional Curiosity 

Staff use professional curiosity to explore concerns in a sensitive and appropriate way. This means gently 
observing, asking open-ended questions (such as “What happened…" or “Can you tell me about…?”), and 
recording factually what they see or hear. Staff do not make assumptions or jump to conclusions. 

Responding to Concerns 

If a staff member has any concern about a child’s welfare, they must act immediately by following our 
safeguarding procedures. This includes: 

1.​ Speaking to the Designated Safeguarding Lead (DSL) or a Deputy DSL straight away — no concern 
is too small to share. 

2.​ Recording the concern promptly on CPOMS, using the child’s exact words or observed behaviours 
and using the body map if appropriate. 

3.​ If the child is in immediate danger or at risk of significant harm, call 999 and inform the DSL as 
soon as possible afterwards. 

All staff are reminded that reporting concerns is never optional and should not be delayed while waiting for 
more evidence. Early action helps to protect children from harm. 

Our Safeguarding Culture 

We encourage all staff to be open, supportive and to seek guidance whenever they are worried about a 
child. Safeguarding is a shared responsibility, and no one should ever feel alone in managing a concern.​
We also recognise the emotional impact that safeguarding situations can have. Staff are encouraged to 
speak to the Manager also DSL, Deputy DSL, or a senior leader for support and debriefing following any 
safeguarding concern or incident. 

The voice of the child  

At Castle Tots we will ensure that our approach to safeguarding children in our care is always child centred. 

This means we will always consider what is in the best interests of the child. Along with this we will try to 

understand the lived experience of the child in each family, setting or neighbourhood, so that we can give 

the child a voice in their own safeguarding to ensure that their voice is understood and incorporated into all 

plans to support and protect them. 
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Consistency with Castle Hill Primary School Procedures 

This section of our policy is consistent with the Castle Hill Primary School Safeguarding and Child 
Protection Policy and the guidance from the Achieving for Children Safeguarding Partnership. Our staff are 
supported to follow the same principles and standards as those applied across the wider school community. 

 

5. What Happens When We Are Worried 

Stage 1 – Recording and Reporting 

●​ The staff member informs the DSL and records factual observations on CPOMS. 
●​ The DSL reviews previous concerns and decides next steps. 

Stage 2 – Assessing the Concern 

●​ DSL may speak with parents (unless this could place the child at risk). 
●​ DSL may speak with the school DSLs or the safeguarding team in the main school.  
●​ DSL decides whether the situation meets the threshold for Early Help or statutory intervention. 

Stage 3 – Seeking Advice or Referral 

●​ DSL contacts Achieving for Children Single Point of Access (SPA)​
 – 020 8547 5008 (office hours)​
 – 020 8770 5000 (out of hours)​
 – spa@achievingforchildren.org.uk ​
 

●​ DSL records all conversations and outcomes. 

Stage 4 – Ongoing Support 

●​ If accepted by SPA, DSL cooperates with social care and attends meetings. 
●​ If not accepted, DSL monitors the situation and may initiate Early Help. 

 

6. Early Help and Supporting Families 

At Castle Tots, we understand that the earliest years of a child’s life are crucial for their safety, wellbeing, 
and development. Families with babies and toddlers sometimes face challenges that can affect their 
capacity to provide consistent care. By offering Early Help at the right time, we can support families to stay 
strong, build resilience, and prevent difficulties from escalating. 

What Early Help Means 

Early Help is the support we offer to children and families as soon as a need becomes visible. It is about 
working together with parents, carers, and professionals to address small worries before they become big 
problems. 

We may signpost to the Children Centre where they offer Early Help where families are experiencing 
challenges such as: 
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●​ Parenting difficulties or challenges with attachment and bonding 
●​ Mental health concerns, including parental stress or postnatal depression 
●​ Domestic abuse or relationship conflict 
●​ Housing instability, debt, or financial hardship 
●​ Concerns around a child’s behaviour, development, or emotional wellbeing 
●​ Absence of wider family or community support​

 

Our Approach 

The Designated Safeguarding Lead (DSL) for Castle Tots coordinates Early Help using the Achieving for 
Children (AfC) Early Help Assessment process, working closely with the Castle Hill Primary School DSL and 
wider safeguarding team. 

Where appropriate, we also involve: 

●​ Health Visitors and other early years health professionals 
●​ Family Support Teams and community services 
●​ Speech and Language, SEND, or early intervention professionals 
●​ Children Centre 

The DSL (or deputy) may use the AfC Early Help Partnership Tool to explore emerging needs and, with 
consent from the family, share information with the Early Help Resilience Network to identify the most 
appropriate support. 

Working in Partnership with Families 

We believe families are the experts in their own children. Early Help is done with families, not to them. 
Parents and Carers are included in every stage of the process — from identifying needs, to setting goals, to 
reviewing progress. Meetings are kept supportive and solution-focused, helping families feel listened to and 
respected. 

Ongoing Review and Escalation 

If a child’s situation does not appear to be improving, or if we believe the child may be suffering or likely to 
suffer significant harm, the DSL will make a referral to Children’s Services. The DSL is familiar with the local 
escalation policy and procedures to ensure that concerns are addressed promptly and effectively. 

Our Staff’s Role 

All staff working with babies and toddlers are trained to notice early signs that a family may need help - 
such as changes in a child’s wellbeing, missed appointments, or parental stress. Staff must share any 
concerns with the DSL immediately so that support can be offered quickly. 

 

7. Attendance and Absence 

At Castle Tots, we know that regular attendance is vital for babies’ and toddlers’ emotional security, 
development, and sense of belonging. Consistent routines help young children form strong attachments to 
their key person and feel safe in their environment. 
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Unexplained or irregular absence may be an early sign that a child or family is experiencing difficulty, 
stress, or risk, so we take all absences seriously and follow up promptly. 

Our Approach 

We recognise that young children’s absences can sometimes result from ordinary family pressures or 
developmental stages, such as illness, separation anxiety, or changing home routines. However, staff are 
trained to remain professionally curious and to seek reassurance that every child is safe and well. 

Regular communication and supportive relationships with families help us identify when a child or parent 
may need extra help early on. 

For detail on our processes and procedure with regards to attendance please refer to our attendance policy.  

 

8.  Working with Parents and Carers 

At Castle Tots, we believe that parents and carers are our closest partners in keeping children safe. Babies 
and toddlers thrive when the adults who care for them at home and in pre-school work together with trust, 
openness, and respect. 

Partnership in Safeguarding 

●​ Safeguarding children is a shared responsibility between families, pre-school staff, and wider 
professionals. 

●​ This Safeguarding Policy  is available to our families, ensuring parents understand how we protect 
children and how to raise any concerns. 

●​ We maintain open and honest communication with parents about their child’s wellbeing, progress, 
and any worries we may have. Conversations are handled sensitively and respectfully, with the 
child’s best interests always at the centre. 

Sharing Information 

While we aim to work collaboratively with parents, there may be occasions where staff must share 
information without parental consent — for example, if doing so is necessary to protect a child from harm 
or neglect. 

●​ In such cases, we follow the Castle Tots and Achieving for Children (AfC) safeguarding procedures. 
●​ Wherever it is safe and appropriate to do so, we explain to parents what information has been 

shared, with whom, and why. 
●​ All decisions are carefully recorded by the Designated Safeguarding Lead (DSL) on CPOMS, ensuring 

transparency and accountability. 

Communication and Support 

We recognise that parenting can be both rewarding and challenging. Our team aims to build trusting 
relationships with families so that parents feel comfortable seeking advice, sharing worries, or asking for 
help at an early stage. 

●​ Staff listen with empathy and without judgement. 
●​ Where additional support is needed, we work with families to access Early Help  or other local 

services. 
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By building strong, respectful partnerships, we create a consistent circle of care around every baby and 
toddler — one where they are safe, nurtured, and valued both at home and in nursery. 

 

9. Safer Recruitment and Suitability 

We follow safer-recruitment principles aligned to KCSiE 2025 Part 3, and the EYFS Statutory Framework.​
 All staff, students, apprentices and volunteers undergo: 

●​ Enhanced DBS check with barred-list information. 
●​ Identity, right-to-work, and reference verification. 
●​ Disqualification under the Childcare Act 2006 checks. 
●​ Overseas checks where applicable. 

Recruitment panels include at least one member trained in Safer Recruitment.​
A Single Central Record is maintained by the school and audited termly.  Any change affecting suitability 
(e.g. criminal investigation) must be disclosed immediately. 

If a staff member becomes disqualified, the DSL informs Ofsted within 14 days. 

 

10. Supervision, Key Person and Staff Support 

At Castle Tots, we recognise that the quality of our relationships - between children, parents, and staff - is 
the foundation of effective safeguarding. Babies and toddlers rely on consistent, nurturing care to feel 
secure, develop trust, and thrive. Our approach to supervision and key person practice is therefore central 
to keeping every child safe and well. 

The Role of the Key Person 

Every child is assigned a key person, in line with the EYFS 2025 (Section 1.16–1.17). This adult provides a 
stable, trusting relationship that helps each baby or toddler to feel loved, noticed, and safe. 

The key person: 

●​ Builds a secure emotional attachment with the child through warm, responsive interactions. 
●​ Provides daily comfort, reassurance, and consistency. 
●​ Observes and tracks the child’s learning, development, and wellbeing. 
●​ Acts as the main point of contact for parents and carers, sharing updates, observations, and 

concerns. 
●​ Works closely with the DSL to identify and report any safeguarding or welfare issues at the earliest 

opportunity. 

This relationship also helps families feel confident that their child’s needs are understood and supported 
both emotionally and developmentally. 

Supervision and Professional Reflection 

Regular, high-quality supervision is an essential part of our safeguarding culture, as outlined in the EYFS 
2025 (Section 3.23) and Working Together to Safeguard Children (2025). Supervision gives practitioners a 
safe and confidential space to: 
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●​ Reflect on the emotional and developmental needs of their key children. 
●​ Discuss any emerging safeguarding or welfare concerns. 
●​ Review progress, training, and professional development. 
●​ Reflect on the emotional impact of their work and maintain their own wellbeing. 

Supervision sessions take place formally and informally, and more frequently if needed. They are led by a 
Manager (also DSL) and Deputy Manager and room leaders (where appropriate), who ensures that: 

●​ Safeguarding and welfare form a standing agenda item at every meeting. 
●​ Accurate notes are taken, stored securely, and treated as confidential records. 
●​ Actions are clearly identified and followed up in a timely manner. 

If a safeguarding concern arises during supervision, it is recorded immediately on CPOMS and reported to 
the Manager/DSL without delay, in line with our safeguarding procedures. 

 

11. Staff Conduct, Code of Behaviour and Boundaries 

At Castle Tots, we believe that the professionalism and conduct of adults create the culture of safety that 
surrounds every child. Babies and toddlers learn trust and emotional security through the way adults 
behave towards them and towards each other. All staff, students, and volunteers are expected to act as 
positive role models who demonstrate care, respect, and integrity at all times. 

Professional Conduct 

All adults working in Castle Tots must: 

●​ Model respectful, kind, and nurturing behaviour in every interaction with children, colleagues, and 
families. 

●​ Maintain clear professional boundaries with children and parents, recognising the difference 
between professional and personal relationships. 

●​ Avoid favouritism, special treatment, or inappropriate attachment to individual children or 
families. 

●​ Never use physical punishment, threatening language, or humiliation under any circumstances. 
●​ Promote inclusion and challenge discrimination or prejudice whenever it occurs. 
●​ Communicate appropriately in person and online, following the school’s Acceptable Use and Social 

Media policies. 
●​ Follow intimate care and physical contact procedures that protect children’s dignity and wellbeing. 

Every member of staff signs and agrees to follow the Castle Tots Code of Conduct during induction and 
revisits it regularly through supervision and training. 

Maintaining Boundaries and Professional Safety 

Maintaining professional boundaries protects both children and staff.​
 Staff must ensure that: 

●​ Physical contact is always age-appropriate, necessary, and respectful – for example, comforting a 
distressed child, supporting feeding, or changing nappies. 

●​ Communication with parents and carers remains professional and focused on the child’s care and 
development. 

●​ They do not share personal contact details or social media with families. 
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●​ They do not transport children in their own vehicles or have contact with families outside our 
pre-school, unless authorised and risk-assessed. 

Safe Culture and Speaking Up 

Castle Tots promotes an open and reflective culture where all staff feel confident to raise any concern, no 
matter how small. 

●​ Concerns about conduct, boundaries, or behaviour — whether their own or a colleague’s — must 
be shared promptly with the DSL or Deputy DSL. 

●​ Speaking up early protects children, upholds professional standards, and prevents more serious 
issues from developing. 

●​ Staff are supported to raise concerns and will never be penalised for doing so in good faith. 

By upholding this Code of Conduct, staff help to ensure that Castle Tots remains a safe, caring, and 
professional environment for everyone. 

 

12. Managing Concerns and Allegations About Adults 

At Castle Tots, we act immediately and appropriately when there are concerns about the behaviour or 
conduct of any adult working with children. This includes low-level concerns that may not meet the 
threshold for harm, as well as allegations that a person may have harmed a child or posed a risk to them. 

Low-Level Concerns 

A low-level concern is any behaviour by an adult that does not meet the threshold for an allegation, but 
may be inconsistent with the Code of Conduct, blur professional boundaries, or reflect a lapse in 
judgement. 

Examples include: 

●​ Over-familiar or overly personal behaviour. 
●​ Unnecessary physical contact (e.g. carrying an older child without reason). 
●​ Unwanted contact or communication outside work. 
●​ Using nicknames or language that is too informal. 
●​ Failing to follow supervision, care, or safeguarding procedures. 

All staff must report low-level concerns to the Manager/DSL immediately. 

●​ The Manager/DSL records and reviews concerns regularly with the Headteacher. 
●​ Patterns or repeated issues are escalated to the Local Authority Designated Officer (LADO) for 

advice. 
●​ All records are handled confidentially and supportively, in line with KCSiE 2025, Part 4, Section 2.​

 

Reporting low-level concerns is encouraged and supported — it helps protect children, prevent risk, and 
promote professional reflection. 
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Allegations of Harm 

An allegation is made when it is suspected that a member of staff, student, volunteer, or contractor has: 

●​ Harmed or may have harmed a child, 
●​ Committed or may have committed a criminal offence, or 
●​ Behaved in a way that indicates they may pose a risk to children. 

In these cases: 

●​ The DSL must contact the Local Authority Designated Officer (LADO) within 24 hours for guidance. 

AfC LADO contact: Phone: 020 8891 7370 / 07774 332675 

                                   Email: LADO@achievingforchildren.org.uk 

●​ The DSL also notifies Ofsted within 14 days of the allegation. 
●​ The Headteacher is informed immediately. 
●​ The staff member is treated fairly, confidentiality is maintained, and no action is taken until advice 

has been received from the LADO. 

If the allegation concerns the Headteacher, staff should contact the Chair of Trustees directly.​
If neither is available, or there is a conflict of interest, the concern should be reported directly to the LADO. 

Our Commitment 

Castle Tots is committed to: 

●​ Maintaining an open and transparent culture where staff feel safe to raise concerns. 
●​ Ensuring fair, proportionate, and consistent action in response to all concerns or allegations. 
●​ Protecting both the welfare of children and the rights of staff throughout the process. 

 

13. Whistleblowing and Reporting Concerns About Practice 

At Castle Tots, we are committed to maintaining a culture of openness, honesty, and accountability, where 
all staff feel confident to raise concerns about any aspect of practice that may put children, families, or 
colleagues at risk. 

Whistleblowing is when a worker reports concerns about wrongdoing, unsafe practice, or the way 
safeguarding is being managed. All adults working at Castle Tots have a duty to speak up if they are worried 
about the behaviour of others or the safety of our environment. 

We want all staff to know: you will always be supported for doing the right thing. 

What You Can Raise a Concern About 

Examples of issues that might lead to whistleblowing include: 

●​ Unsafe, neglectful, or inappropriate practice towards children. 
●​ Poor safeguarding decisions or failure to follow procedures. 
●​ Concerns about the conduct of staff or leadership. 
●​ Health and safety risks or hazards. 
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●​ Any attempt to cover up wrongdoing or avoid accountability. 

How to Raise a Concern 

1.​ Speak up early.​
 Talk to the Manager/Designated Safeguarding Lead (DSL), or Headteacher as soon as possible. 

○​ Concerns can be raised verbally or in writing. 
○​ They will be taken seriously and handled sensitively. 

2.​ If you still feel worried or believe your concern has not been addressed, you can contact the: 
○​ Chair of Trustees (contact details are displayed in the staff area). 

3.​ If internal routes do not resolve your concern or you believe it is not safe to report internally, you 
can contact: 

NSPCC Whistleblowing Advice Line 

■​ Phone: 0800 028 0285 
■​ Email: help@nspcc.org.uk 
■​ Website: www.nspcc.org.uk 

4.​ In serious cases, you may also contact the Local Authority Designated Officer (LADO) or the 
Achieving for Children Safeguarding Partnership directly for guidance. 

 

14. Online Safety, Mobile Phones and Digital Devices 

At Castle Tots, we recognise that while babies and toddlers do not use digital technology independently, 
staff and families do, and therefore we have a vital responsibility to ensure all use of technology is safe, 
appropriate, and secure. 

Online safety is part of our wider safeguarding culture. It includes the use of mobile phones, cameras, 
tablets, online learning platforms, and digital records, as well as how staff and parents share images or 
information about children. 

Our Principles 

We follow the requirements of the EYFS Statutory Framework (2025, Section 3.27–3.28) and KCSiE 2025 
(Part 2 and Annex D), which state that early years providers must take all reasonable steps to ensure 
children are safeguarded from online risks and that digital systems are used safely and appropriately. 

Even though the children in our care do not go online, we understand that images and data about them 
exist in digital form, and we must therefore protect their privacy and identity with great care. 

Use of Mobile Phones and Personal Devices 

To maintain a safe, professional, and focused environment: 

●​ Personal mobile phones, and digital devices are not permitted in any playroom, bathroom, or 
outdoor play area. 

●​ Personal smart watches must be on aeroplane mode and no photos may be taken.  
●​ Staff must store personal devices in locked staff lockers for the duration of their working hours. 
●​ Personal calls or messages may only be checked during designated breaks, in staff-only areas. 
●​ Staff are not permitted to take photographs, videos, or recordings of children on their personal 

devices at any time. 
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●​ Any breach of this rule is treated as a serious safeguarding and disciplinary matter. 

Use of Pre-School Devices 

Only Pre-School-issued devices (e.g. tablets or cameras) may be used to capture or record learning and care 
activities. 

●​ All devices are password-protected and access is limited to authorised staff. 
●​ Photographs and observations are taken only for legitimate educational purposes, such as learning 

journals or assessment. 
●​ Images are uploaded securely to the school’s approved online platform and deleted promptly once 

uploaded. 
●​ Images are never shared via personal email, messaging apps, or social media. 
●​ Staff ensure that children are photographed in ways that uphold dignity, safety, and privacy (e.g. 

never during toileting, changing, or distress). 

Parents and Carers 

To protect all children’s privacy and safety: 

●​ Parents are reminded not to take photographs or recordings of other children on site. 
●​ Images taken during events (e.g. celebrations or trips) are for personal family use only and must not 

be shared publicly or online. 
●​ Parents are informed through newsletters, induction meetings, and consent forms about how 

children’s images are used within the pre-school. 

Filtering, Monitoring and Data Security 

●​ The school’s IT Lead and IT technical support (external company)manages digital safety systems, 
including filtering, firewalls, and monitoring tools, which protect all networked devices from 
harmful or inappropriate content. 

●​ These systems are reviewed annually by trustees, and any incidents or breaches are reported to 
the DSL, Headteacher and DPO. 

●​ Staff receive annual training on online safety, data protection, and the responsible use of 
technology, in line with KCSiE 2025. 

●​ All data is handled according to the Data Protection Act 2018 and the UK GDPR, ensuring 
confidentiality and security at all times. 

Responding to Incidents 

●​ Any incident of inappropriate image use, online risk, or digital misconduct must be reported 
immediately to the DSL. 

●​ The DSL will record the concern, take appropriate action, and liaise with the Headteacher, IT Lead, 
and LADO if necessary. 

●​ Where an image or device may contain illegal or harmful material, staff must not view or forward 
the content and must inform the DSL straight away. 

Our Commitment 

Castle Tots ensures that: 

●​ Staff model safe and responsible use of technology. 
●​ Children’s privacy and identity are always protected. 

16 



●​ Parents are supported to understand and follow our digital safety expectations. 
●​ Any misuse of devices is addressed swiftly, fairly, and in accordance with safeguarding policy. 

By following these measures, we uphold a culture where technology supports learning and care — never 
compromising safety, privacy, or professionalism. 

 

15. The Prevent Duty 

Castle Tots fulfils its legal duty under the Counter-Terrorism and Security Act (2015) to help prevent people 
from being drawn into terrorism. This is known as the Prevent Duty. 

While our children are babies and toddlers who are too young to be directly influenced by extremist 
ideologies, we recognise that their safety and welfare are shaped by the behaviour, beliefs, and wellbeing of 
the adults around them. Our role is to stay vigilant, curious, and proactive about any signs that a family may 
be at risk of exposure to radicalisation or extremist influences. 

Understanding the Prevent Duty 

●​ Radicalisation is the process by which a person comes to support terrorism or extremist ideologies. 
●​ Extremism means vocal or active opposition to fundamental British values, including democracy, 

the rule of law, individual liberty, and mutual respect and tolerance of those with different faiths 
and beliefs. It also includes calls for the death of members of the armed forces. 

●​ Terrorism is any action or threat of action designed to influence the government or intimidate the 
public for political, religious, or ideological purposes, and which causes or threatens serious 
violence, damage, or disruption. 

Although our youngest children are not directly exposed to these risks, we have a statutory responsibility 
to create an environment where extremism and radicalisation have no place. 

Staff Awareness and Training 

All staff at Castle Tots: 

●​ Complete Prevent awareness training as part of their safeguarding induction and annual updates. 
●​ Understand the signs of radicalisation and extremism within the wider family or community 

context. 
●​ Know how to record and report any concerns immediately to the DSL. 

The DSL and Deputy DSL attend enhanced Prevent training and stay up to date with the latest guidance 
from the Achieving for Children (AfC) Safeguarding Partnership. 

Recognising Concerns 

Staff are trained to notice indicators that may suggest a child’s family or household could be affected by 
extremist influences. These may include: 

●​ Isolation, intolerance, or hate speech expressed by adults around children. 
●​ Comments or materials that promote extremist or divisive ideas. 
●​ Changes in family circumstances, friendships, or engagement with the community. 
●​ Signs that parents or carers are under the influence of radical or extremist views online or in person. 
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Staff use professional curiosity — observing, asking gentle questions, and recording factual evidence 
without making assumptions or judgements. 

Responding to Concerns 

If staff are concerned that a child or family may be at risk of radicalisation or exposure to extremist views: 

1.​ They must report the concern immediately to the DSL. 
2.​ The DSL will: 

○​ Review the information. 
○​ Consult the Achieving for Children Prevent Lead via the Single Point of Access (SPA) for 

advice and support. 
○​ Record the concern on CPOMs and take further action if required. 

If a situation presents immediate danger, staff must call 999 and then inform the DSL. 

Preventive Measures and British Values 

Castle Tots promotes British Values through daily routines, play, and staff modelling. These are: 

●​ Democracy – encouraging even the youngest children to make simple choices. 
●​ Rule of law – helping children understand boundaries and fairness. 
●​ Individual liberty – supporting independence within safe limits. 
●​ Mutual respect and tolerance – showing kindness and celebrating differences. 

Although our children are not taught about radicalisation directly, these values underpin everything we do 
and help to build resilience from the earliest years. 

We also ensure: 

●​ Filtering and monitoring systems on pre-school devices prevent access to extremist or harmful 
material. 

●​ Staff are supported to manage sensitive conversations with families appropriately. 
●​ Prevent-related risks are considered in our setting-level risk assessment, updated annually in 

consultation with the school DSL and local Prevent partnership. 

Useful Contacts 

●​ Achieving for Children (AfC) Prevent Lead / SPA:​
 Phone: 020 8547 5008​
 Email: spa@achievingforchildren.org.uk 

●​ NSPCC Whistleblowing Helpline:​
 0800 028 0285 | help@nspcc.org.uk 

●​ Educate Against Hate (DfE guidance and resources):​
 www.educateagainsthate.com​
 

Our Commitment 

Castle Tots works in partnership with Castle Hill Primary School, the AfC Safeguarding Partnership, and the 
Prevent Lead to: 

●​ Stay informed about local risks and emerging threats. 
●​ Support staff to act swiftly on concerns. 
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●​ Promote a culture of respect, inclusion, and care that prevents extremism at its roots. 
●​ By maintaining vigilance and openness, we help ensure that every child grows up in a community 

that is safe, respectful, and free from extremist influence. 

 

16. Domestic Abuse, Female Genital Mutilation (FGM), and Contextual 
Safeguarding 

At Castle Tots, we recognise that babies and toddlers can be deeply affected by harm in their homes or 
communities, even when they cannot describe what is happening. Exposure to domestic abuse, harmful 
cultural practices, or unsafe environments can have serious and lasting effects on a young child’s 
emotional, physical, and developmental wellbeing. 

We remain vigilant to the context surrounding each child and always act early to protect them from harm. 

 

Domestic Abuse 

Domestic abuse is any pattern of controlling, coercive, threatening, violent or abusive behaviour between 
people aged 16 or over who are, or have been, personally connected. It can include physical, emotional, 
sexual, psychological or financial abuse, and can take place inside or outside the home. 

Under the Domestic Abuse Act 2021, children are recognised as victims in their own right if they see, hear, 
or experience the effects of domestic abuse, even if they are not directly harmed. 

In babies and toddlers, the impact of domestic abuse may show through: 

●​ Changes in sleep or feeding patterns. 
●​ Heightened distress, clinginess or fearfulness. 
●​ Regression in development or toileting. 
●​ Over-familiarity or unusual passivity with adults. 
●​ Repeated unexplained absences. 

Our response: 

●​ If we suspect a child is living in a home where domestic abuse may be occurring, the DSL will make 
a referral to the Achieving for Children Single Point of Access (SPA) for support and advice. 

●​ Where the Operation Encompass initiative is active, the DSL receives notifications from the police 
following incidents of domestic abuse and ensures the child receives silent, nurturing support. 

●​ Information is shared sensitively and on a need-to-know basis. 
●​ All staff are trained to understand the signs of domestic abuse and the potential emotional impact 

on very young children. 

Useful link:​
Kingston and Richmond Safeguarding Children Partnership – Domestic Abuse Guidance 
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Female Genital Mutilation (FGM) and So-Called ‘Honour’-Based Abuse 

FGM involves the partial or total removal of the external female genitalia or other injury to female genital 
organs for non-medical reasons. It is illegal in the UK and a form of child abuse with serious, long-lasting 
consequences. 

FGM often occurs within wider so-called “honour”-based abuse (HBA), which may involve multiple 
perpetrators and strong family or community pressure. This category also includes forced marriage and 
practices such as breast ironing. 

While children at Castle Tots are far younger than those typically at direct risk, staff need to stay vigilant and 
be aware that it most commonly happens between infancy and the age of 15. Staff may notice risk factors 
within families, such as: 

●​ References to girls “becoming women” or attending special ceremonies. 
●​ Plans for extended overseas travel to countries where FGM is common. 
●​ Family members who have undergone FGM. 
●​ Community pressure or secrecy around cultural practices. 

Our response: 

●​ The DSL ensures all staff receive FGM awareness training as part of safeguarding induction.​
If a staff member suspects a girl may be at risk or knows that FGM has been carried out on a child 
under 18, they have a legal duty to report this directly to the police (via 101 or 999) and to inform 
the DSL immediately. 

●​ The DSL records all concerns on CPOMS, consults with the SPA, and liaises with other agencies as 
required. 

●​ The DSL will always seek advice from children’s services before taking any action to ensure the 
child’s safety is managed appropriately, considering family and community dynamics. 

Useful information: 

●​ Female Genital Mutilation Statutory Guidance (DfE) 
●​ National FGM Centre 

Contextual Safeguarding 

We understand that harm to children can come not only from within the home, but also from wider 
influences in their family or community environment. 

For babies and toddlers, risks may include: 

●​ Exposure to unsafe adults or older siblings. 
●​ Neglect in extended family networks. 
●​ Unsafe supervision or unsuitable caregivers. 
●​ Domestic, cultural, or community pressures. 

Our approach: 

●​ Staff are trained to use professional curiosity and to look beyond the immediate family home when 
assessing a child’s safety and wellbeing. 

●​ The DSL works closely with the school DSL, Early Help, Health Visitors, and the Achieving for 
Children Safeguarding Partnership to identify and manage contextual risks. 
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●​ Information about potential community concerns (such as criminal activity or extremist influences) 
is shared appropriately to help protect families. 

Forced Marriage and Modern Slavery (Awareness for Staff) 

Although the children in our care are too young to be directly affected, staff are made aware that: 

●​ Forced marriage is illegal in the UK, and the legal age for marriage is 18. 
●​ Modern slavery can affect children and families, involving coercion, exploitation, or trafficking. 
●​ The DSL will seek advice from Children’s Services or the Forced Marriage Unit (020 7008 0151) if 

any related concerns arise. 

Useful information: 

●​ Freedom Charity – Forced Marriage Help 
●​ Modern Slavery Helpline – 0800 012 1700 

Our Commitment 

Castle Tots works closely with Castle Hill Primary School and the Achieving for Children Safeguarding 
Partnership to ensure: 

●​ Staff are confident in recognising the signs of hidden harm. 
●​ Concerns are acted on swiftly and recorded clearly. 
●​ The safety and emotional wellbeing of every baby and toddler remain central to all decisions. 

By staying alert to the family and community context, we help protect children from all forms of harm — 
both seen and unseen. 

 

17. Supervision Ratios, Qualifications, and Staff Deployment 

At Castle Tots, we follow the Early Years Foundation Stage (EYFS) Statutory Framework (2025) requirements 
for staffing levels, qualifications, and supervision at all times. Maintaining appropriate ratios and ensuring 
staff are well qualified and effectively deployed are essential to keeping babies and toddlers safe and 
meeting their individual needs. 

Staff-to-Child Ratios 

We meet or exceed the statutory minimum ratios for children under two: 

●​ Under 2s: One adult for every three children (1:3). 
●​ Each room caring for under-twos includes a person with a full and relevant Level 3 qualification 

and at least two years’ experience working with babies. 

Where children are aged under 12 months, staff deployment is reviewed regularly to ensure additional 
adult presence when needed (e.g. feeding, sleep times, or nappy changing). 

Staff ratios are maintained during all parts of the day, including outdoor play, meal and sleep times, and 
transitions. Ratios are never compromised for staff breaks, training, or staff cover. 
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Supervision and Deployment 

●​ Children are always within sight or hearing of a qualified adult. 
●​ Staff are deployed to ensure constant supervision and to respond swiftly to children’s needs. 
●​ Practitioners remain alert to sleeping babies, ensuring regular physical checks are carried out and 

recorded in line with the safe-sleep policy. 
●​ No child is ever left alone or unsupervised with a visitor, student, or volunteer.​

Staff deployment is reviewed daily by the Manager (DSL) and Deputy to ensure continuity of care 
and cover during absences, training, or emergencies. 

We maintain a staffing plan and register showing which adults are responsible for which children at all 
times. This supports accountability and emergency evacuation procedures. 

Staff Qualifications and First Aid 

●​ The person in charge of the pre-school holds a full and relevant Level 3 qualification and the 
experience required under EYFS 3.33. 

●​ All staff working directly with children hold a full paediatric first aid certificate that meets EYFS 3.45 
and is updated every three years. 

●​ A poster of all Full Pediatric First Aiders in the pre-school is displayed in the hallway and logged on 
the Single Central Record (SCR). 

●​ Staff are trained to recognise and respond to accidents, allergic reactions, or medical emergencies 
swiftly and effectively. 

 

Key Person and Continuity of Care 

Each baby and toddler is assigned a key person who builds a secure, nurturing relationship with them and 
their family. 

●​ The key person provides continuity, emotional security, and detailed knowledge of the child’s 
routines and needs. 

●​ In their absence, a named secondary key person is identified to ensure continuity of care. 
●​ This system supports safe supervision and emotional stability, especially during transitions or 

changes in staffing.​
 

Monitoring and Compliance 

●​ The Manager(DSL) and Deputy Manager monitor ratios and deployment continuously throughout 
the day. 

●​ Any temporary variation (for example, during emergencies) is recorded, justified, and rectified as 
soon as possible. 

●​ Regular safeguarding audits and governor checks verify that staffing, qualifications, and ratios meet 
all statutory requirements. 

Our Commitment 

Castle Tots ensures that: 

●​ Every child receives individual attention from trusted, qualified adults. 
●​ Staff have the skills, knowledge, and confidence to keep children safe. 
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●​ Staffing arrangements promote safety, continuity, and emotional security throughout the 
pre-school day. 

By maintaining strong staffing ratios, careful deployment, and consistent supervision, we ensure that safety, 
care, and learning remain at the heart of our practice. 

 

18. Visitors, Premises Security, and Safe Environment 

At Castle Tots, keeping our children physically safe is fundamental to our safeguarding practice. Babies and 
toddlers are dependent on adults to protect them from hazards, supervise their environment, and control 
who enters the setting. We take every reasonable step to ensure that our premises, people, and routines 
are safe, secure, and well managed in line with the EYFS Statutory Framework (2025). 

Visitors to the Setting 

We welcome visitors who contribute to children’s care, learning, and safety - but only when proper 
procedures are followed. 

All visitors must: 

●​ Sign in using the pre-school’s electronic system. 
●​ Professionals show a valid photo identification and explain the reason for their visit. 
●​ Wear a visitor badge at all times while on the premises. 
●​ Be accompanied by a member of staff at all times unless their Enhanced DBS status has been 

verified. 
●​ Parents touring the facility sign in and remain with an adult at all times. Phones are locked in the 

mobile phone cabinet in the hallway. 

Visitors are never left alone with children under any circumstances. 

If a visitor’s behaviour or appearance causes concern, staff must inform the Manager (DSL) or immediately 
and ensure the individual is not permitted unsupervised access to any area used by children. 

All visitors receive a brief safeguarding and health and safety induction, including fire procedures, mobile 
phone policy, and expected conduct. 

Access and Premises Security 

The pre-school environment is designed to be welcoming yet secure. 

We ensure that: 

●​ Entry doors and gates remain locked or secured with controlled access systems at all times. 
●​ Staff verify the identity of anyone collecting a child and only release children to authorised adults 

named on registration forms. 
●​ Password systems are used for unexpected pick-ups or emergency arrangements. 
●​ Outdoor areas are enclosed and checked daily for safety hazards or damage. 
●​ Security checks are carried out at the start and end of every day.​
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CCTV and visitor logs may be used to support safety and accountability in line with the school’s data 
protection policy. 

Safe Environment and Risk Management 

Castle Tots maintains a calm, clean, and hazard-free environment where children can explore safely. 

We ensure that: 

●​ All indoor and outdoor spaces are risk assessed daily and recorded by room leaders. 
●​ Equipment and toys are age-appropriate, safe, and regularly cleaned and maintained. 
●​ Safety gates, socket covers, and soft furnishings are used appropriately to minimise accidents. 
●​ Nappy changing, feeding, and sleep areas follow strict hygiene and safety standards. 
●​ Staff supervise children closely in all areas — including sleep rooms, toileting areas, and outdoors. 
●​ Food preparation and snack areas meet Food Hygiene Regulations (2013) and school policy. 
●​ All accidents and near misses are recorded and reviewed to identify patterns or hazards. 

Collection and Departure Procedures 

●​ Children are only released to known, authorised adults. 
●​ If an unfamiliar person arrives for collection, staff must check ID and verify arrangements with the 

parent before releasing the child. 
●​ In an emergency, the Manager or DSL must approve any variation to normal collection procedures. 
●​ Late collection procedures ensure children remain supervised and cared for safely until a parent or 

carer arrives.​
 

Health, Fire, and Emergency Preparedness 

●​ Fire drills are held at least once per term, and all staff are trained in evacuation procedures. 
●​ Fire exits are clearly marked, kept clear, and checked daily.​

The pre-school has designated fire wardens and first aiders on site at all times. 
●​ Emergency contact details for all children and staff are kept up to date and easily accessible. 
●​ The pre-school complies with the school’s Health and Safety Policy and Emergency Evacuation Plan.​

 

Monitoring and Oversight 

●​ The Manager and DSL conduct regular environmental safety walks and review all risk assessments. 
●​ The Premises Team and Governors carry out formal safety audits termly. 
●​ Any significant incidents or hazards are logged, investigated, and reported through the school’s 

incident reporting system. 

Our Commitment 

Castle Tots provides an environment where: 

●​ Children can explore, play, and rest safely under continuous supervision. 
●​ Parents and visitors feel welcome, but safety always comes first. 
●​ Staff share responsibility for vigilance, maintenance, and care. 

A secure, well-managed environment is at the heart of our safeguarding culture — ensuring that every baby 
and toddler feels protected, valued, and ready to thrive. 
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19. Safe Sleep, Nappy Changing, and Intimate Care 

Safe Sleep 

At Castle Tots, we follow national NHS and Lullaby Trust guidance to reduce the risk of Sudden Infant Death 
Syndrome (SIDS) and to ensure all babies sleep safely and comfortably. 

We ensure that: 

●​ Babies are always placed on their backs to sleep, with feet positioned at the foot of the cot or sleep 
pod. 

●​ Each baby has their own clean, lightweight bedding and sleep space. 
●​ Sleep rooms are kept at a comfortable, monitored temperature. 
●​ Sleep checks are carried out and recorded every 10 minutes, including breathing, colour, and 

position. 
●​ Cots are clear of soft toys, loose blankets, or pillows. 
●​ Staff remain within hearing and sight of sleeping babies and respond immediately if needed.​

 

Staff receive guidance on safe-sleep , and parents are informed of our procedures during induction. 

Nappy Changing and Toileting 

Nappy changing is a caring, respectful routine that supports wellbeing, attachment, and hygiene. 

We ensure that: 

●​ Nappy changes take place in designated, hygienic areas. 
●​ Staff wear gloves and aprons. Clean gloves are worn for each child. 
●​ Surfaces are cleaned and disinfected after every use. 
●​ Privacy and dignity are maintained while keeping children within sight of another adult. 
●​ Each nappy change is recorded, and any marks, rashes, or injuries are reported to the DSL. 
●​ Staff use these moments to interact positively, talking gently and reassuringly with each child. 

Where children begin toilet training, routines are agreed with parents to ensure consistency and respect for 
children’s needs and independence. 

 

20. Managing Behaviour and Promoting Positive Relationships 

At Castle Tots, we believe that behaviour is a form of communication. Babies and toddlers need calm, 
consistent support to express emotions safely and to feel secure. 

We promote a positive, relational approach where boundaries are taught through care, routine, and 
empathy — never punishment. 

We: 

●​ Model kind, respectful behaviour at all times. 
●​ Praise and reinforce helpful, cooperative actions. 
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●​ Set simple, consistent boundaries, explained in age-appropriate language. 
●​ Use phrases such as “kind hands”, “kind feet”and “kind words” to guide understanding. 
●​ Help children recognise and name their emotions. 
●​ Work with parents if behaviour indicates distress or unmet needs. 
●​ Never use corporal punishment, isolation, or humiliation. 

Persistent or concerning patterns of behaviour are discussed with the DSL and may lead to Early Help or 
SENCO involvement for additional support. 

 

21. Food, Drink, and Mealtimes 

Healthy eating and safe feeding routines are vital to safeguarding young children. 

We ensure that: 

●​ All food is prepared and served in line with the Food Safety Act (1990) and hygiene regulations. 
●​ Milk and perishable items are stored at the correct temperature and monitored. 
●​ Bottles and cups are labelled clearly with the child’s name and preparation time. 
●​ Allergies and dietary needs are checked, displayed securely for staff reference, and reviewed 

regularly. 
●​ Children are always supervised while eating or drinking by a paediatric first aider. 
●​ Staff are trained in choking response and safe weaning practices. 
●​ Mealtimes are calm, sociable, and unhurried, supporting independence and positive relationships 

with food. 

Menus promote balanced nutrition and reflect cultural and dietary diversity. Parents are kept informed of 
what their child eats daily. 

 

22. Accidents, First Aid, and Emergencies 

The health and safety of our children are our highest priority. 

We ensure that: 

●​ At least one qualified Paediatric First Aider (meeting EYFS 3.45 requirements) is on duty at all 
times, including on outings. 

●​ Accident forms are completed promptly, signed by staff and parents on the same day, and reviewed 
regularly for patterns. 

●​ Serious accidents, injuries, or hospital treatment are reported to Ofsted within 14 days. 
●​ Staff know how to summon emergency help, contact parents, and follow evacuation procedures 

calmly. 
●​ Emergency evacuation drills are practised termly and logged. 
●​ All first aid boxes are checked monthly and replenished.​

 

In any medical emergency, staff will always act in the child’s best interests, contacting emergency services 
first, then parents. 
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23. Safety of Premises and Risk Assessment 

A safe, well-maintained environment underpins all safeguarding practice. 

We ensure that: 

●​ Daily risk assessments are completed before children arrive, covering all indoor and outdoor areas. 
●​ Hazards are recorded, reported, and rectified immediately. 
●​ Electrical and fire safety equipment is inspected regularly by qualified professionals. 
●​ Outdoor play areas are enclosed, clean, and checked for safety before use. 
●​ Children are closely supervised near doors, gates, steps, or climbing equipment. 
●​ Staff report maintenance issues promptly to the school site manager. 
●​ The DSL and Manager maintain a Risk Assessment Log, reviewed monthly and shared with the 

school’s Health and Safety Lead.​
 

Long-term or higher-level risks (e.g. major works, infection control, or community hazards) are assessed in 
partnership with the school DSL and governors. 

 

24. Outings and Visitors 

Outings 

Outings enrich children’s experiences but require careful planning and control. 

We ensure that: 

●​ A written risk assessment is completed for every outing and approved by the Manager. 
●​ Parent permission is obtained in advance. 
●​ Staffing ratios are maintained or enhanced (never reduced). 
●​ A first aid kit, emergency contact list, and charged mobile phone are taken. 
●​ Children wear identifiable but non-personal labels (no names visible). 
●​ Headcounts are taken before, during, and after each outing. 
●​ Staff ensure safe travel arrangements and check venues for accessibility and safety.​

 

Visitors and Contractors 

●​ All visitors sign in, show identification, and wear a visible visitor badge. 
●​ Unchecked visitors are supervised at all times by a member of staff. 
●​ Visitors are informed of no mobile phone or photography rules in play areas. 
●​ Regular contractors (e.g. cleaners, maintenance staff) receive safeguarding briefings and follow the 

school’s code of conduct. 
●​ Any visitor who causes concern is asked to leave immediately and reported to the DSL or Manager.​
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25. Children with SEND or Medical Needs 

At Castle Tots, we are committed to inclusive practice and recognise that children with special educational 
needs or disabilities (SEND) or medical conditions may be more vulnerable to harm or neglect. 

We ensure that: 

●​ The SENCO works closely with families, health visitors, and external professionals to create 
individual support plans. 

●​ Staff receive guidance/training on medical conditions, communication, and sensory needs to 
ensure each child’s safety and participation. 

●​ Reasonable adaptations are made to the environment, equipment, and routines to meet each 
child’s needs. 

●​ Medication is administered only by a qualified Paediatric First Aider , following written parental 
consent and the setting’s medication policy. 

●​ All medicines are labelled, securely stored, and recorded when given. 
●​ Concerns about the wellbeing or safety of a disabled child are never assumed to be part of their 

condition — safeguarding procedures apply equally. 
●​ Parents are partners in every stage of care and decision-making. 

By working together with families and professionals, we ensure that every child — regardless of need — can 
thrive in a safe, nurturing, and inclusive environment. 

 

26. Legislative & Guidance Framework 

Under section 10 of the Children Act 2004, all maintained schools, further education colleges and 

independent schools, including free schools, academies and early years providers, are required to cooperate 

with the local authority to improve the well-being of children in the local authority area. 

Under section 40 of the Childcare Act 2006, early years providers registered on the Early Years Register and 

schools providing early years childcare, must comply with the welfare requirements of the Early Years 

Foundation Stage 

This Safeguarding policy and procedures have been developed in accordance with the principles established 

by the Children Act 1989; and is in line with the following statutory and departmental guidance: 

●​ Statutory Framework for the Early Years Foundation Stage Early years foundation stage 

statutory framework - GOV.UK 

●​  (Safeguarding and Welfare requirements) 

●​ Keeping Children Safe in Education Keeping children safe in education 2025 - GOV.UK  

●​ Working Together to Safeguard Children 2023 Working together to safeguard children 2023: 

statutory guidance 

●​ What to do if you are worried a child is being abused 2015 to do if you're worried a child is 

being abused - GOV.UK 

●​ “The Prevent Duty Guidance for England & Wales’ 2023 Prevent duty guidance: Guidance 

for specified authorities in England and Wales 
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https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
https://assets.publishing.service.gov.uk/media/669e7501ab418ab055592a7b/Working_together_to_safeguard_children_2023.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/419604/What_to_do_if_you_re_worried_a_child_is_being_abused.pdf
https://assets.publishing.service.gov.uk/media/65e5a5bd3f69457ff1035fe2/14.258_HO_Prevent+Duty+Guidance_v5d_Final_Web_1_.pdf
https://assets.publishing.service.gov.uk/media/65e5a5bd3f69457ff1035fe2/14.258_HO_Prevent+Duty+Guidance_v5d_Final_Web_1_.pdf


●​ “Information Sharing; Advice for practitioners providing safeguarding services to children, 

young people, parents and carers” 2018 DfE non statutory information sharing advice for 

practitioners providing safeguarding services for children, young people,parent 

●​ Safeguarding children and protecting professionals in early years settings: Online safety 

guidance for practitioners 2019 Safeguarding children and protecting professionals in early 

years settings: online safety guidance for practitioners - GOV.UK 

●​ Information sharing Advice for practitioners providing safeguarding services to children, 

young people, parents and carers DfE non statutory information sharing advice for 

practitioners providing safeguarding services for children, young people,parent 

●​ Statutory guidance SEND code of practice: 0 to 25 years SEND code of practice: 0 to 25 

years - GOV.UK 

27. Linked to other policies 

Please read in conjunction with the following policies: 

●​ Attendance  
●​ Administration of medication 
●​ Whistleblowing 
●​ Intimate Care policies 
●​ Safer recruitment 
●​ SEND  
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https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://www.gov.uk/government/publications/safeguarding-children-and-protecting-professionals-in-early-years-settings-online-safety-considerations/safeguarding-children-and-protecting-professionals-in-early-years-settings-online-safety-guidance-for-practitioners
https://www.gov.uk/government/publications/safeguarding-children-and-protecting-professionals-in-early-years-settings-online-safety-considerations/safeguarding-children-and-protecting-professionals-in-early-years-settings-online-safety-guidance-for-practitioners
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
http://gov.uk
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