Chuckles Day Care Wales LTD 

Safeguarding/Child Protection Procedure 

(What to do if you suspect abuse) 

Everyone has a duty to be alert to concerns about the abuse and neglect of children and young people and know to whom they should report their concerns It is a requirement for any persons working with children to report any concerns about the welfare of safety of a child immediately. During all safeguarding procedures team members need to ensure that the best interests of the child are considered. We as childcare practitioners will be acting on behalf of the child and it is vital that we act in a way that always considers their safety and wellbeing during all stages of the process. 
Your first point of contact will be the Nursery Manager who is the designated child protection lead or failing that the Nursery Owner who will then make the necessary contacts. If this is not possible you must report your concerns to:
Newport Children and Family Services - Please email Children.Duty@newport.gov.uk with your query or submit a Duty to report Child Safeguarding Form (DTR) (MARF) with your safeguarding concerns (as a professional they cannot take referrals by telephone). 
Blaenau Gwent

Tel: 01495 315700

Email: DutyTeam@blaenau-gwent.gov.uk

Caerphilly

Tel: 0808 100 1727

Email: contactandreferral@caerphilly.gov.uk

Monmouthshire

Tel: 01291 635 669

Email: ChildDuty@monmouthshire.gov.uk

Torfaen

Tel: 01495 762200

Email: socialcarecalltorfaen@torfaen.gov.uk

After 5pm and on weekends and bank holidays contact the South East Wales Emergency Duty Team on 0800 328 4432.

If you think a child or young person is in immediate danger then contact the Police on 999
If none of the above are available, the following contact details can also be used: 

CIW – 0300 7900126

Officer for the NSPCC - 08088005000

Any telephone referrals made must be followed up immediately with a Duty to report Child Safeguarding Form - DTR (previously known as MARF). Electronic copies of these are kept in the Safeguarding file which can be accessed on all office computers. 

Team members must be aware that they are not allowed to remain anonymous when making a referral. 

You must not undertake your own internal investigation or enquiry. If the concern involves a member of staff, the nursery will not make a decision about whether it is a disciplinary issue or a child protection matter. Considerations will only take place with the involvement of social services and the police. 
Remember: Reporting your concerns does not need to be viewed as something bad or negative, it can lead to positive outcomes for both the children and their families. Some families may need support and are too afraid to ask for help or even who to ask, or they could be stuck in a situation that they do not know how to get out of. By involving outside agencies, we can ensure that they are getting the right type of support and guidance and that the children have all their needs met and are kept safe. Social services, are there to safeguard vulnerable children and adults by providing a range of support services. 
How to Handle a Disclosure of Abuse

It is very important that whoever has the first disclosure of abuse gets as much information as possible because you should not go back and question the child again as the information may not be as accurate. Encourage the child to talk, but do not prompt or ask leading questions. Do not promise to keep what you have been told a secret or confidential, as you have a duty to disclose information to those who need to know. Reporting concerns is not a betrayal of trust. 

To hear information that may be child abuse will be unsettling for you too. You will worry about whether you are overreacting, what the repercussions could be if you are right or wrong and those thoughts may give you reservations about speaking up. NEVER SIT BACK AND DO NOTHING BECAUSE YOU ARE UNSURE.  If you are right the abuse to that child will continue and as a person/professional, you cannot allow that to happen.  Give them all the time they need but when this is finished contact the Nursery Manager/Deputy  immediately and explain what has happened. If they are not available speak to the Director, who will decide on what further action to take. The manager/deputy  will be responsible for producing a record of this meeting which will include the following information: 

· Date and time of meeting

· People involved

· Notes regarding the nature of the discussion 

· An explanation of the actions to be taken and by whom 

If no further action is to be taken this should also be recorded with the reasons for this decision.

It is important that the need to seek advice should never delay any emergency action needed to protect the child. 

Below are a set of GOLDEN RULES to follow if a child discloses information to you.

Do 

· Listen carefully 

· Try not to interrupt 

· Show that you understand the disclosure is serious to them and do not appear to dismiss it.

· Make accurate notes using a child’s words.

· Inform the designated person immediately or A.S.A,P

· Tell the child that they have done the right thing by telling you.

Don’t

· Promise confidentiality

· Make promises that you may not be able to carry out.

· Investigate the concern yourself.

· Ask leading questions

· Use your own words to describe events/details given to you.

· Judge the outcome of what you’ve been told and assume if the person is or is not guilty.

· Approach the person / persons indicated in the disclosure.
Recording the information that you have been given
You must ensure that you write up the incident as soon as you can and no later than 24 hours using the child protection recording sheets located in the Safeguarding file within nursery online, one file storage, the safeguarding lead will give you access to the office computers to do this. 
All information that you record must be

· Legible 

· Dated 

· Signed

· Relevant

· Complete

· Contemporaneous (written at the time of incident/disclosure or within a reasonable time afterwards.) 

· Stored safe and secure 

· Kept confidential. 

When making a referral you will need the following information to complete the DTR form, from please ensure you do this in as much detail as possible. 
1. The nature of your concerns

2. How and why the concerns have arisen 

3. The full name, address, and date of birth (or age) of the child

4. Than names, addresses and dates of birth/ages of family members along with any other names they may use 

5. The names and relationship of all those persons with parental responsibility 

6. The name address and date of birth of parents’ partners 

7. The names of any other person’s living in the household

8. The names of other professionals involved with the family 

9. Any information you have of the child’s development needs

10. Any information affecting the safety of staff. 

Although you may not be able to give all this information remember the more information you can give the quicker it will take to assess if the child needs help. 
If possible, we should always discuss the referral with the child’s parents before submitting, consent should be obtained but this is not needed to be able to submit the form as we are duty bound to report all concerns. Being open and honest with parents about referrals can ensure we can try to maintain a positive relationship with them throughout the process. 
What happens next?

The duty social worker will find out as much as possible about the family from:

Children & Family Services records

Other services which know the child & family (eg school; nursery; health visitor;GP)

Children and Family Services and the Police will discuss the information and advise us on what action needs to be taken. A response must be given within 7 days. If this hasn’t happened then they will be contacted. 
The social workers and the Police will share the information you have given, together with all of the other details they have found out about the family, and with medical and legal advice if needed.

The two agencies will decide whether there is enough concern to make child protection enquiries (under Section 47 of the Children Act 1989) and if so, will plan carefully how these enquiries will be handled.

If agreed, enquiries will take place:

Parents are fully involved at all stages unless this would affect the child’s safety.  The child/young person will normally be seen

Any person making a referral may also be asked to be involved in any of the following tasks and should be willing and prepared to do so. 

· Contribute to a strategy meeting or discussion 

· Assist in the child protection section 47 enquiries

· Attend the child protection conference 

· Provide a written report for the child protection conference

· Contribute to the initial and core assessments. 

DON’T FORGET….it is your responsibility to ensure that your child protection concerns are taken seriously, you are accountable for your own role in the child protection process.

What to do if you feel your concerns were not taken seriously (not acted upon) 

If you feel the Manager has not acted upon your concerns, contact the owner immediately on 07930 838400.  If you cannot contact her, go directly to Children & Family Services which is the body that the Manager should have contacted (contact details are on page 1 of this document). 
What happens at the end of the enquiries?

The outcome may be to:

· take no further action, because the child is assessed not to be at risk

or

· offer support & services to the family by Children & Family Services and other agencies

or

· hold a Child Protection Conference- there are leaflets about this should the case go that far
or

· In the exceptional circumstances of serious harm or risk of harm, remove the child from home, to other family members or to foster carers, while further work is carried undertaken

You should be told – as far as confidentiality allows – the outcome of the enquiries.  If you do not hear anything, phone the person you made the referral to and ask them to check out what has happened.  This may be particularly important where you are continuing to work with the child & family.
Duty of Candor – During the safeguarding process if the management or team make a mistake, we will be open and honest about it, including providing a

full and prompt explanation to the families of what has happened and apologize. We will ensure that mistakes are investigated thoroughly, impartially and appropriately and in accordance with our organizational policies and legal requirements. We will record, implement and monitor recommendations for

improvement arising from investigations 
What to do if you have concerns about the behaviour of any adult or colleague, towards children or young people

It is important that you do not ignore or dismiss your concerns about your colleague or another professional, and do not confront the person about whom you have concerns. You must act accordingly with the company’s safeguarding and whistle blowing policies and report your concerns immediately to the manager or an outside professional.

How can I avoid being accused of abuse? (Safe Working) 

Anyone who looks after children is open to criticism and allegation. Take simple precautions to avoid this happening to you

· If children with whom you work have unexplained marks or bruises remember you are entitled to an explanation. 

· If the child comes in with a visible injury or the parent points out an injury, complete an Off-Site Accident report and ask the parent to sign it. If you cannot find the sheet, simply write it into the handover diary and ask the parent to sign. 

· If you notice a mark/injury during the day, send a message via Famly to make the parent aware, notify the senior practitioners in your room and note in the Reception Hand over diary to get an off-site accident form completed. 
· If the parents do not co-operate or are unable to offer a satisfactory explanation you should tell them that you will seek further advice from the nursery manager/deputy.  Please do not accuse parents but try to involve them in discussion. 
· Do not put yourself in vulnerable positions by making comments in front of children, or using language that may be misunderstood by parents, should the child repeat what gets said at home

· Tell the parent if you are concerned about a child’s health or behaviour and suggest they seek help

Example scenario showing the above is important:
Child A comes in with Dad and has a bruise which had been done by the Mum who has been hitting the child. Dad is unaware of the bruise. You are unaware that the Mum is hitting the child. At the end of the day Dad collects the child again but this time notices the bruise and wants to know what has happened to his Child. You are now a suspect.

What happens if I am accused of abuse?

If you are accused, the same procedure follows as above.

The person making the accusation will provide the information which they feel supports the allegation to Children & Family services.

You will be questioned by the Children & Family Services/Police.

You will be suspended from work until you have been cleared of the accusation.

Quick Review of what you can and should do  

Can Do

· Be vigilant 

· Continue with the day to day support of the children 

· Know who the designated member of staff is and their stand in if absent. Who you would refer to in times of concern.

· Know what the Wales Safeguarding Procedures are and how to access them. 
· Update yourself on the nurseries Child Protection policy and procedure.

· Know where to find a concern reporting sheet/form. 
Should Do

· If you have a concerns refer to the designated staff

· Do not discuss the concern as being too trivial to pass on.

· Record all your concerns as this is as essential as the many processes that follow.

· Identify when you might be in a venerable situation i.e. when a child wants affection, restraining a child etc.

· Follow up on your concern – ask for information – what’s happening. Some information may need to remain confidential, but you can be given the basics. 

*All forms relating to safeguarding including reporting sheets, body maps, chronology forms and DTR referral forms are kept within the black filing cabinet in the main office.
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