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Introduction: Overview of Key Safeguarding Practitioners 

Staff who are in charge of managing Child Protection and Safeguarding concerns at Elephant and Castle Day Nursery 

The Nursery Director:  Mrs Mioara Istrate  

Designated Co-Safeguarding Lead Persons: 

 

Mrs Simona Craig                       and                      Mrs Leela Bisht                           

 

Simona and Leela are the Senior Designated Persons for Safeguarding Children and first point of contact for all staff or parent /carers. 
All concerns regarding child protection issues in the Nursery should be referred to Simona or Leela in the first instance or to the 
Nominated Practitioners listed below who will inform Simona or Leela. 

In addition, The General Nursery Manager (Mrs Nerline Sinclair) 

 

will work closely with the Safeguarding Practitioners to see through 
the delivery and safe execution of safeguarding cases in line with current policies and procedures. 
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Mrs Carol Ugona  (also Prevent Duty Coordinator)                                                                        

In Simona or Leela’s  absence, the Nominated Practitioners to deal with safeguarding issues are: 

  Miss Zoe Lewis                                                                                                                                       

 

Miss Mila Navarra                          

Miss Louise Bromham                                                                                                                         

At Elephant and Castle Day Nursery Ltd we care about the welfare and safety of all our children and parents/carers and we aim to create an 
environment where children and families feel secure, valued, listened to and taken seriously. The community of children and families our 
services provides is rich in diversity. Whilst we endeavour to understand, respect, value and welcome differences that exist within our setting, 
the Nursery understands that under no circumstances are any of these differences an excuse to cause harm to a child.  

The staff at Elephant and Castle Day Nursery therefore recognize their responsibility to promote the health, development, safety and welfare of 
all children and their families in our care. 

We recognize that because of the day to day contact with children, our staff are well placed to observe and support a child’s general 
development, but they must also be aware that they may be the first people in whom children confide about abuse. The nursery has a duty to be 
aware that abuse does occur in our community. We believe we have a duty to children and must therefore act quickly and responsibly in any 
circumstance that may arise.  

Part [A] - Aims 

In order to ensure that all staff in our nursery have a clear understanding about the actions necessary with regard to a child protection policy 
issue, the aims of the policy are: 

[1]To ensure our nursery complies with all the relevant legislation, recommendations and guidance given by DfE, including: 

- ‘Working together to Safeguard Children Guidance2013’ Guidance’, which parents are welcome to view at any time in our office. We will 
consider making a referral to the Children's Social Services in all instances where issues of child protection, safety or welfare arise. We will of 
course use our best endeavours to ensure we work closely with parents/carers. 

-The London Child Protection Procedures 5th Edition 2013, Keeping Children Safe in Education, Statutory guidance-April 2014, and  

-The Children Act 2006, which requires all childcare settings to follow the procedures for protecting children from abuse which are established 
by the Southwark Safeguarding Children Board (SSCB). Childcare settings are also expected to ensure that they have appropriate procedures 
in place for responding to situations in which they believe that a child has been abused or is at risk of abuse (be it physical, emotional, sexual 
abuse or neglect). These procedures should also cover circumstances in which a member of staff is accused or suspected of abuse, and 

-The procedures and guidance provided by the Southwark Local Safeguarding Children Board. We have a copy of SSCB Guidelines and the 
London Child Protection Procedures 5th edition (2013), available for Staff and parents to see in the office. This Safeguarding policy sets out the 
clear details and procedures our Nursery takes in managing child protection as prescribed by the SSCB and ‘Working together to Safeguard 
Children 2013’ guidelines. 
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[2] To have in place within the nursery a clear procedure which will be followed in all cases of abuse, and a Safeguarding board to remind all 
staff and visitors of the main procedures, and to create throughout the nursery a culture in which child protection and safeguarding issues are 
always on the agenda and able to be discussed. 

[3] To emphasize the need for good levels of communication between all members of staff and parents/carers. 

[4]To ensure that all staff members receive regular training to increase their knowledge and awareness of abuse and child protection issues. 

[5] To raise awareness of the need to safeguard children and highlight staff responsibility in identifying and reporting possible cases of abuse. 

[6] To ensure the curriculum provides opportunities for children to develop the skills they need to recognize and stay safe from abuse: 
communication skills, increasing self awareness, self-esteem, assertiveness and decision making, so that children have a wide range of 
contacts and strategies for ensuring their own protection and understanding the importance of protecting others. 

[7]To help children develop an understanding of the boundaries between appropriate and inappropriate behaviour in adults. 

[8]To create an environment in the nursery where we ensure children feel comfortable, safe and valued and respected by adults and ensure 
they know there are adults in the nursery that they can approach if they are worried, and be able to talk to confidently and be sure of being 
listened to. 

[9] To ensure that safe recruitment procedures are operated at all times and that all adults within our nursery who have access to children, have 
been checked as to their suitability. (See our Staff Recruitment Policy). 

[10] To promote effective partnership and liaison with other agencies in order to work together for the protection and welfare of all children. 

[11]To ensure that accurate records relating to individual children are kept in a secure place and marked ‘Strictly confidential’ 

We aim to review this policy every two years to show our commitment to safeguarding children and their families or sooner if legislation 
changes.  We intend to create in our Nursery an environment in which children are safe from abuse and in which any suspicion of abuse is 
promptly and appropriately responded to. 

• Has suffered significant harm or is likely to suffer, significant harm 

Referral criteria 

Staff have a responsibility to refer a child to LA Children’s Social Care when it is believed or suspected that the child: 

• The harm, or likelihood of harm ,is attributable to a lack of adequate parental care or control 
Definition of abuse 

Staff are trained to be alert to the following FOUR types of abuse: 

1) Physical Abuse - involves kicking, hitting,shaking,slapping,throwing,scalding,drowning,suffocating, and inducing illness in a child. Symptoms 
include physical signs of harm or neglect such as bruises and cuts. 

2) Emotional Abuse-Involves persistent mal treatment of a child as to cause severe adverse effects on the child’s emotional development. This 
may include making a child feel worthless and unvalued, bullying including (cyber bullying), and may involve the child watching or hearing the 
mal - treatment of another person which causes a child to feel frightened or in danger. This type of emotional abuse is frequently present in all 
other types of abuse listed hereto. Symptoms are varied but staff are trained to monitor changes in a child's health conditions or behaviour, 
including appearance. 

3) Sexual Abuse - Includes the child participating in sexual activities by force or coercion, and may be committed by men, women and children 
to other children. It may involve assault by penetration: for example rape or oral sex. Non penetrative sexual abuse may also exist without high 
levels of physical violence for example involving children to look at sexual images/ activities, encouraging children to behave in sexually 
inappropriate ways, and grooming a child in preparation for abuse (including cyber grooming). Physical symptoms include noticing unusual 
marks, discharge and rashes around a child’s genital areas. Non physical symptoms may include changes to a child’s behaviour, health and 
appearance. 

4) Neglect-A persistent failure to meet the child’s physical and social needs which may result in a serious impairment to the child’s health or 
development.  This type of abuse can take place whilst a child is unborn via maternal substance abuse during pregnancy. Once a child is born, 
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a parent or carer may neglect a child by failing to provide adequate food, clothing and shelter, to protect a child from danger, to ensure the child 
is properly supervised, to ensure the child has adequate access to medical care or treatment, to respond /to a child’s basic emotional needs. 

Staff are trained to respond to the following types of symptoms

• changes in a child's health conditions or behaviour, including appearance  

 that may indicate signs of abuse: 

• changes in play 

•  physical signs of harm or neglect 

• something said by a parent/carer or third party 

Where such changes in behaviour occur, or where children's play gives causes for concern, the nursery investigates.    

Part [B] - Responding to Child Protection Issues 

1. In the event that any member of staff has concerns about a child.eg. noticing bruising or other injures to a child or having other cause 
to suspect abuse or neglect for which no satisfactory account is given, they must immediately inform the Designated Safeguarding 
Lead Persons. If a suspicion of abuse is about the Safeguarding Lead Persons, the Nominated Practitioners must be the first point of 
call. 

Safeguarding Procedure 

2.  If a member of staff receives a complaint of abuse involving a colleague, the matter should be referred immediately to the 
Safeguarding Lead Persons, or in their absence one of the Nominated Practitioners. 

3. If a suspicion of abuse is reported to the Safeguarding Lead Persons then other staff will only be informed on a need-to-know basis. 
All concerns should be treated confidentially. 

4. The Safeguarding Lead Persons and Nominated Practitioners will work in partnership with parents but the interests of the child are 
paramount.  

5. The Safeguarding Lead Persons will aim to contact parents/carers before a referral is made to discuss the nature of concern and seek 
their agreement

6. When the decision is not to seek parental permission before making a referral to LA Children’s Social Care, the decision must be 
recorded by the Safeguarding Lead Persons in the Incident File with reasons, dated and signed and stated in the referral itself. 

 for making a referral to Children's Social Services, unless seeking agreement is likely to place the child at risk of 
significant harm through delay or the parent’s actions or reactions. For example, in circumstances where there are concerns or 
suspicions that a serious crime such as sexual abuse or induced illness has taken place. Therefore the Safeguarding Lead Persons 
may need to contact the Children's Social Care first to decide who is the best person to talk with the parents/carers, what will be said 
and when.  

7. If having taken full account of the parents’ wishes it is still considered that there is a need for referral, the reason for proceeding 
without parental agreement must be recorded, the parents’ withholding of permissions must form part of the verbal and written referral, 
the parents should be contacted to inform them that, after considering their wishes, a referral has been made. 

8. The Safeguarding Lead Persons will provide ongoing support to children, parents/carers by helping them to access other services in 
Southwark such as Housing and contribute to helping them meet the general or specific needs of the child. 
 

   When a child, staff or other adult makes comments to a member of staff, which gives cause for concern? 

1. If a child/adult confides in you, never promise confidentiality. 
2. The initial response is to listen carefully. Staff should not investigate or ask leading questions if seeking clarification. Ensure the child 

/adult knows that you are listening and taking it seriously. Just establish what the child/adult is telling you, listen and make a note of 
the concerns.  

3. Make careful notes but not in front of the child/adult. Keep careful written records of the conversation –where possible in the child’s/ or 
adults on words, and keep careful note of the time, date, location, who is present, and signature (of the person receiving the 
allegation-not the child/adult making the allegation). Do not destroy original notes in case they are needed in court. Signs of physical 
abuse should be recorded on plain paper or on the Accident at Home Forms, the attached body map should be filled out in all cases to 
accurately show the size and location of injuries, and be kept in the Incident File. In rare cases, a photo may be taken of any injures 
on a child using the Nursery camera and only with the parents’ permission (written) as evidence, in conjunction with the nursery Policy 
on Photography.   
 

1. Approve, date, record any information about potential witnesses or the decision made and file records, separately from the child’s 
educational records. Treat any case with confidentiality. 

Initial Action by the Safeguarding Lead Person 

2. To report an allegation and concerns of abuse The Safeguarding Lead Persons should make a telephone referral to Children’s Social 
Care immediately, within 1 working day. 
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3. A Common Assessment Form (CAF) should be completed when the Safeguarding Lead Persons have any concerns about the safety 
of a child.  CAF is the standardized written referral pro forma to support a telephone referral. 

4. The Safeguarding Lead Persons should confirm verbal and telephone referrals in writing within 48 hours
5. Where there is an immediate need for child protection assessment and response, the Lead Safeguarding Persons should contact the 

LA Children’s Social Care directly on the phone and make a referral rather than completing a Common Assessment Form. 

. 

6. If an allegation requires immediate action and/ or is received outside normal working hours, the Safeguarding Lead Persons should 
consult the Social Care Emergency Duty Team or local police. 

7. Other than in cases where the child is or is likely to be at risk of significant harm, the Safeguarding Lead Persons should complete a 
Common Assessment Form (CAF) and discuss this with the LA Children’s Social Care, to help them reach a decision that the 
concerns they have about a child are sufficiently serious for a referral to be made to LA Children’s Social Care. If as a result of 
consultation LA children’s Social Care conclude that a referral is required, then the Safeguarding Lead Persons should comply by 
making the referral without delay using the CAF Form. 
 

• Behaved in a way that has harmed a child, or may have harmed a child 

The Management of allegations against an Adult who works with children 

The Nurseries safeguarding procedure should apply where there is an allegation or concern that any person who works with children, 
in connection with their employment, has: 

• Possibly committed a criminal offence against or related to a child 
• Behaved towards a child or children in a way that indicates they would pose a risk of harm to work with children. 

[1]If the Safeguarding Lead Persons receive information regarding an allegation against a member of staff (e.g. a report from a child, or concern 
raised by another adult), they should report the matter immediately to the Local Authority Designated Officer (LADO) within 1 working day, 
who will make the decision as to the next steps of action within one working day. To access LADO ring: 0207 525 0689. Children’s Social Care 
can be reached via MASH (Multi Agency Safeguarding Hub) which brings together a team of multi disciplinary professionals from partner 
agencies including social care workers all together in one place hub. To access MASH ring: 0207 525 1921.The address of the Southwark 
Children's Social Care is Sumner House, Sumner Road, London SE15 5QS.The LADO will advise the Lead Safeguarding Persons whether or 
not informing the parents of the child will impede the investigation process. It may be agreed for information to be fully or partially shared, the 
parents may need to be told straight away in some cases e.g. if the child requires urgent medical treatment.  

[2]If the allegation requires immediate attention or is made outside normal working hours , the Safeguarding Lead Persons should consult the 
Children’s Social Care Out of Hours Emergency Duty Team on 0207 525 5000, or Police and inform the LADO as soon as possible afterwards. 

[3]The Safeguarding Lead Persons should seek advice from the LADO/police about how much information should be disclosed to the accused 
person. Subjects to such restriction on information that can be shared, the Nursery Director– Mrs Mioara Istrate, should as soon as possible 
inform the accused person about the nature of the allegation, how enquiries will be conducted and the possible outcome (e.g.: disciplinary 
action, and dismissal or referral to the barring list or regulatory body). If a formal disciplinary action is not required, the Nursery Director should 
institute appropriate action within 3 working days. If a disciplinary hearing is required, it should be within 15 working days. Parents should be 
informed of the outcome of any disciplinary process, but not the information used as part of the investigation. 

[4]The Safeguarding Lead Persons should inform OFSTED of any allegation or concern made against a staff member. 

Extremism- the Prevent Duty 

Under s26 of the Counter –Terrorism and Security Act 2016 we have a duty to refer any concerns of extremism to the police. 

 Radicalisation refers to the process by which a person comes to support terrorism and forms of extremism. Specific background factors may 
contribute to vulnerability such as family, friends or online, and with specific needs for which an extremist or terrorist group may appear to 
provide an answer. 

Extremism is vocal or active opposition to fundamental British values, including democracy, rule of law, individual liberty and mutual respect and 
tolerance of different faiths and beliefs. We also include in our definition of extremism calls for the death of members of our armed forces, 
whether in this country or over- seas. 

All practitioners are expected to assess the risk of children being drawn into terrorism, staff should be alert to change in behaviour of a child or 
family member, comments  causing concern made to another person, or other actions that lead practitioners to be worried about the safety of a 
child in their care e.g. unexplained or suspicious child absences. 

Risk assessment (-Prevent Duty) 
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The Department of Education has   a dedicated helpline Tel: 02073407264, concerns can also be raised by email to 

Practice and Procedure for reporting concerns (Prevent Duty) 

Protecting children from the risk of radicalisation should be seen as part of the nursery’s wider safeguarding duties, and is similar to protecting 
children from other harms e.g. drugs, sexual abuse, gangs, etc. whether these come from within the family or are the product of outside 
influences. 

We will work together to build children’s resilience to radicalisation in an age appropriate way by promoting fundamental British values 
(Democracy, Rule of Law, Individual Liberty, Mutual Respect and tolerance). In the nursery we will emphasise this in daily work such as 
assisting the children’s Personal, Social and Emotional development (PSED), and Understanding of the World. We will focus on supporting 
children to make decisions together, and to ensure children learn right from wrong, mix and share with other children and value other’s views, 
know about similarities and differences between themselves and others, challenge negative attitudes and stereotypes.  

If a practitioner has a concern about a child they should follow the nursery’s normal safeguarding procedure, including discussing with the 
nursery’s designated safeguarding practitioner or report to the nursery Prevent Co-ordinator, who will, where deemed necessary, contact 
children’s social care. 

You can also contact the police force or dial 101 (the non – emergency number). They can talk to you in confidence about your concerns and 
offer any advice and support. They can advise if this would be a case for the Channel- a program which focuses on providing support at an early 
stage to people who are identified as being vulnerable to radicalisation. An individual’s engagement with the programme is entirely voluntary at 
all stages and parent’s consent should be sought in most cases before a referral is made. 

counter.extremism@education.gsi.gov.uk. Please see the Contact section on page 10 for more information. 

Our investigation process is summarized by the 6 R’s below: 

(1) Recognize Consider what you see and hear, consider types of abuse, are the signs and symptoms consistent with the injury and 
explanation given. 

(2) Respond Consider type of appropriate response with the child’s needs being paramount. 

(3) Report To the Designated Persons or Nominated Practitioners 

(4) Record Exactly what you saw or heard, not what you feel. We allow investigation to be carried out with sensitivity. Nursery staff take 
care not to influence the outcome, either through the way they speak to children, or ask questions of children. 

(5) Refer Designated Lead Persons/ Nominated Practitioners to ascertain best course of action. If they make a decision to refer a 
referral should made using the Common Assessment Framework (CAF) form, together with parental consent. Action may 
also involve concluding that immediate medical attention should be sought for the child. In such cases or where sexual 
abuse has occurred, a referral will be made without parental consent. 

(6) Reflect Evaluate nursery practices and procedures 

Part [C] – Disciplinary Action 

Staff Suspension 

Only the Nursery Director – Mrs Mioara Istrate

• There is cause to suspect a child is at risk of significant harm 

 has the authority to suspend an accused employee and cannot be forced to do so by the LA or 
police.  

 Suspension is not automatic but should be considered in cases where: 

• The allegation warrants an investigation by the police 
• The allegation is so serious that it might be grounds for dismissal. 

 

In all cases, the member of staff whom allegations are made against should be treated fairly and honestly and helped to understand the 
concerns expressed and processes involved. The staff should be kept up to date about events in the workplace. 

mailto:counter.extremism@education.gsi.gov.uk�
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• The nursery has a duty to make a referral to the Disclosure and Barring Service (DBS) where a member of staff is dismissed (or would 
have been dismissed, had the person not left the setting first)....because they have harmed a child or put a child at risk of harm. 

Staff Disqualification 

• Also, a registered provider or an employee may be disqualified because they live in the same household as another person who has 
been disqualified, or because they live in the same household where a disqualified person is employed. 

(EYFS Statutory Framework 2014-par 3.13). 

• Disqualification also applies in the situation where there is any significant event which is likely to affect the suitability of any person 
who is in regular contact with children on the nursery premises (

(EYFS Statutory Framework 2014-par 3.15). 

EYFS Statutory Framework 2014- par -3.16
• The nursery must notify OFSTED with the following information  as soon as reasonably practicable or 

). 
within 14 days of the date the 

nursery became aware of the information: details including any conviction or any other grounds for disqualification from registration 
under s 75 of the Childcare act 2006( EYFS Statutory Framework 2014- par 3.18
 

). 

Safer Recruitment Practices 

Our Nursery carefully selects nursery staff to ensure their suitability to work with children and families. We abide by OFSTED requirements in 
respect of references and DBS checks for staff and volunteers, to ensure that no disqualified or unfit person works at the Nursery or has access 
to the children. 

1. Recruitment and selection.  

Job adverts are posted with Safeguarding and Child Protection Mission Statement attached, to ensure new candidates are aware of the 
nursery’s strong mission to promote safeguarding and child protection before they apply for a position. Candidates complete a detailed Job 
Application Form; Curriculum Vitae will not be accepted in place of the completed application form. Applicants will receive a job description and 
person specification for the role.  

All candidates will be offered a Second interview at the end of the Trial week, so that the nursery can safely assess the conduct and suitability of 
the candidate. The nursery may make an offer of employment following a formal interview if the conditions discussed hereto are all satisfied. 

2. Pre-employment checks 

The nursery carries out a number of pre-employment checks in respect of all prospective employees: 

2.1 Verficaion of identity and address. 

All applicants who are invited to an Interview will be required to bring evidence of identity, address, qualifications and previous DBS checks 
carried out. Where an applicant has changed their name by deed poll or any other mechanism, they will be required to bring documentary 
evidence of the changes. 

2.2. References 

All offers of employment are subject to the receipt of a minimum of two satisfactory references, one of which will be from the applicant’s current 
or most recent employer. If this does not involve work with children, then the second referee should be from the employer with whom the 
applicant most recently worked with children. Telephone references must be obtained in advance of an interview. The nursery will thereafter 
apply for full written references using the detailed nursery pro forma. All employers will be asked to confirm amongst other things, whether any 
concerns or allegations have been raised about the applicants that relates to the safety and welfare of children. 

2.3. DBS checks 

The nursery will always request an enhanced disclosure which will contain details of any convictions on record, and will detail if the applicant is 
barred from working with children. The DBS will be submitted in advance of the individual starting work. 

Where the nursery uses staff from agencies the nursery expects those agencies to have completed DBS checks, proof of these will be required 
before the nursery can commission services from any such organisation. 
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3. The Trial 

 All candidates must complete up to 1 week’s practice trial, under full supervision, and will be notified of their responsibilities in advance via a 
Trial Interview letter. Regular checks and Peer assessments are carried out by management with assistance of the Lead Safeguarding Persons 
and Nominated Practitioners. At the Second interview the nursery will re-assess the candidate’s suitability following completion of a trial; their 
relevant skills will be discussed in more details. A trial will be formally extended where pre requisite paperwork is still pending, or there is a 
delay. 

4. Induction 

New employees will be reminded of their responsibilities during the Induction process-when all new staff will undertake a Safeguarding 
Declaration and also receive a copy of the nursery’s Contract and Safeguarding Policy. Practitioners undertake a Safeguarding Declaration 
Check every 6 months during their employment, and ongoing suitability checked annually during Appraisals. Regular checks and Peer 
assessments are carried out by management with assistance of the Lead Safeguarding Persons and Nominated Practitioners. 

Supporting Safeguarding Training-  

In line with local guidelines our practitioners undertake refresher training in Safeguarding every 3 years and the Designated Persons for 
Safeguarding every 2 years, and Prevent Duty training; to help identify children and families who may be vulnerable to radicalisation. Nursery 
staff receive regular in house and external training, they also receive 1:1 Safeguarding reviews every 6 months to ensure that they are familiar 
with their safeguarding responsibilities and policies and procedures.  

All new members of the team are informed of their responsibilities during the Induction process. Our safeguarding arrangements are reviewed 
regularly, and reported to the Directors, at least every 6 months in order to keep the policy in line with local and national guidance/legislation. 
We also include our Safeguarding Policy in our settings prospectus/website and keep it on permanent display in the waiting area. We will make 
our best efforts to help parents understand this policy if English is not their first language- by enlisting the translation from a practitioner, or 
external translator as necessary.  

Safeguarding Disabled Children 

Disabled children have exactly the same human rights to be safe from abuse and neglect and achieve the Every Child Matters outcomes as 
non-disabled children. We recognise that Disabled children are more ‘vulnerable’ and at ‘greater risk’ created in part by additional needs they 
may have relating to physical, sensory, cognitive and/or communication impairment. We will ensure that we listen to the children and their 
parents/guardians (SEND Code of Practice 0-25 years January  2015), and respond appropriately where they have concerns regarding abuse. 
We aim to achieve this by ensuring that staff receive regular training and solid partnerships with Local Agency Support Services. 

• you sign in and out of the register daily and visitors sign in the visitor book, 

Liaising with and supporting parents/carers 

The Nursery seeks parents/carers’ cooperation in order to promote children's health and development and ask parents/carers to ensure that: 

• you update us about who has legal contact with the child or parental responsibility, 

• children are brought into and collected from inside their classrooms, 

• you cooperate with our security measures and do not allow any other persons to enter after you without the nursery's notice or 
bringing it to our attention immediately.  No more than two adults should enter to collect/ or pick up a child in the interest of security. 
We kindly ask other family members to wait outside, 

• you respect health and hygiene in the interests of which premises are kept clean and children are not allowed to consume biscuits, 
chewing gum or sweets, 

• you inform staff immediately if a child comes in with any injury from home. 

The layout of the rooms allows for constant supervision. Where children need to spend time away from the rest of the group, the doors are left 
open. Regular risk assessments are carried out. 

Safety in the classrooms 
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 We ensure that all parents/carers know how to complain about staff within the Nursery, which may include an allegation of abuse.  

Managing complaints effectively 

 We follow the guidance of the SSCB when investigating any complaint that a member of staff has abused a child.  

 We follow all the disclosure and recording procedures when investigating an allegation related to a staff member.   

 We respond to suspicions of abuse. 

Part [D] 

 In our nursery, we make this policy that all mobile phones are switched off whilst employees are at work and are locked in the office. 
Mobile phones are allowed to be used only at break time and away from areas with children. 

Mobile phones at work -Part of the Safeguarding Policy 

Whilst you should expect the right not have your calls monitored or listened into – this does not extend to the right to carry a mobile 
phone at work. Employees are engaged to dedicate all their working hours to the care, development and education of the children, to 
work as a team with effectiveness and commitment, within a safe and secure environment for all of us at work. Modern mobile phones 
come with many features such as: photo or filming. Staff can misuse them by ignoring children’s safety, security and well being whilst 
photographing a child or by showing unacceptable photos. Also, the ultimate effect of making/ taking long or persistent calls is losing 
concentration and attention at work that are essential requirements in the childcare area. 

 Mobiles must never be used to take photographs of any of the children or any area of the nursery or the work or any member of staff 
at work 
 

 It is the responsibility of all members of staff to be vigilant and report any concerns to the Nursery Manager, Deputy or Safeguarding 
Lead Person. (See Main Procedure outlined below). 

 
 In banning the mobile phones at work, the management ensures that all staff has the nursery number where they can be contacted by 

family in the event of any emergency. Also, the nursery manager will supply secure storage for staff to place their mobiles, if they 
request it.  

 

 The company will nominate a few responsible employees to have their mobile phones in reach for emergencies related to the nursery 
and the children’s safety whilst out on field trips. 

Exceptions from the rule 
 

 
Camera Policy – Part of the Safeguarding Policy  
 
The Nursery will ask parents/carers for written consent, prior to enrolment, to use the nursery camera to take images of their children as 
educational support as part of ongoing observations, for displays and also separately for  advertising. However, it is essential that photographs 
are taken and stored appropriately to safeguard the children in our care. 

During special events, e.g. Christmas or leaving parties, staff may produce group photographs to distribute to parents. In this case individual 
permission will be asked for each child before this event, and staff will collect parents’ emails. This will ensure all photographs taken are in line 
with parental choice. 

Staff are only allowed to take photographs of children in the Nursery or on trips using the nursery camera. Images will be downloaded onto the 
nursery computer in the office, and any images that are no longer used will be deleted as soon as possible. Images must be downloaded on the 
Nursery computer only, and by the Designated person selected by each classroom. The Designated person must use the computer according to 
the Rota for Printing photos for children and no other times. The Camera must be downloaded regularly, ideally once a week. Images may only 
be transferred and stored onto the nursery computer, and data deleted of all devices (computer, tablet, camera,) as soon as pictures have been 
printed. 

The camera must only be used to take images in the classrooms, the corridor, the gardens and play groups and on trips. If staff need to take 
images in the children’s toilets, laundry or kitchen (for example to demonstrate hand washing as part of a topic) they MUST have either a 
Manager, Deputy or Senior staff with them, or prior consultation with the Deputy or Manager.  
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All staff are responsible for the location of the camera; this should be labelled so it is easily identifiable as belonging to a specific classroom and 
placed in the designated area in locked storage in the office. Staff must fill details in the Camera Log Book, and Photo Printing Log, with the 
date and signature every time a camera is taken out or returned, or when pictures are printed. The Logs will be regularly supervised by 
management. 

At all times the camera must be placed in a prominent place where it can be seen. 

Images stored on the camera must be suitable-children must not be put in compromising situations that may cause embarrassment and 
distress. 

At no time are staff allowed to use mobile phones, tablets, cameras or video cameras not belonging to the nursery to take pictures of children, or 
to carry on their person whilst at work around children. 

We are not able to take pictures or videos on behalf of parents/carers on private cameras and if a member of staff becomes aware that a parent 
or anyone else is taking photographs or video of the children in our care then they will challenge the person taking the pictures –see the 
procedure ‘Procedure in case a Mobile Phone, Tablet or picture Camera is miss –used’ listed above. 

Exceptionally, the Nursery may use a parent’s camera to photograph the child only, during a special celebration such as a Birthday where the 
child is photographed with their birthday cake and the Manager, Deputy Manager or a Senior staff must observe such an activity taking place 
and ensure the camera is returned to the parent afterwards. 

Children in our nursery are not allowed to have devices capable of taking photographs or video in their possession while they are in our care. 
This includes devices such as mobile phones and portable games or music consoles. Any child found with such a device will be asked to hand it 
to a member of staff for safe keeping and it will be returned at the end of the day. 

Laptops and Computers 

Laptops are password encrypted in order to prevent unauthorised access. Offices containing laptops should be kept locked when not in use to 
ensure security. Loss of laptops should be reported to the Director immediately. Management must always supervise any practitioners who use 
a laptop for research, writing or printing photos of children. We also offer at the nursery children the opportunity to use a computer (not internet) 
with age appropriate games and learning tools with adult supervision.  

Memory sticks and SD cards that contain sensitive, personal or confidential information must not be used off site unless they are password 
protected. When on site and not in use, memory sticks and SD cards must be kept either inside the camera or when not in use locked in 
designated storage in the office. It is recommended that staff label/ name their memory sticks and SD cards in some way so that if found within 
the Setting, people are aware of to where they should be returned. Loss of memory sticks and SD cards should be reported to a member of 
Management immediately. 

Internet Use 

Staff use of internet should be for school purposes only. Filtering of inappropriate sites and security management is managed by the IT support 
department. 

Offsite and Home Use 

It is understandable that staff may wish to work at home on additional documentation. When this occurs, staff must ensure they use pre emailed 
templates of standard reports. If personal information needs to be included it is recommended that staff add this information just before the final 
printing, (for example if staff are writing leavers reports at home, this information should not be on the report at that stage). Images and personal 
information must only be stored on nursery equipment (memory sticks or laptops) They must not be uploaded to personal laptops or PCs etc, at 
home. Images must never be used on non-McMillan websites, the internet, Facebook, Myspace etc. 

 

Disposal of IT Equipment 

Old or disused IT equipment could still contain personal data or images. The Management & IT support team should be consulted regarding 
safe disposal. Data protection should be taken very seriously and is covered by the Data Protection Act. If in doubt ask Management. 
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1. It is the responsibility of all staff at work to be vigilant and report any cases to the Nursery Manager, Deputy or Safeguarding Lead 
Persons. 

Procedure in case a Mobile Phone, Tablet, Camera Device or other Nursery Equipment is miss -used 
 

2. Cameras are valuable & expensive pieces of equipment and are vital to documentation and record keeping. As such, all staff must 
take extreme care over cameras and memory cards. It is recommended that all cameras contain some form of indelible identification 
so that if found within the Setting, people are aware of where it should be returned. 

3. Violation of this policy may lead to a temporary or permanent ban of access to camera devices or nursery equipment such as laptops. 
4. The Safeguarding Lead Persons or Manager should take concerns seriously, ensure concerns are logged and investigated 

appropriately 
5. The Nursery Manager ,or in her absence-Deputy Manager or Lead Safeguarding Persons reserves the right to check the image 

contents of a member of staff’s , or visitors’ mobile phone, tablet or camera  contents should there be any cause for concern over the 
appropriate use of it. 

(see allegations against a member of staff policy). 

6. Should inappropriate material be found then our Local Authority Designated Officer (LADO) will be contacted immediately. We will 
follow the guidance of the LADO as to the appropriate measures for the staff member’s dismissal. 

7. Failure to adhere to the contents of this policy will lead to disciplinary procedures being taken against staff, or the police being called. 
The Manager, or in their absence the Deputy or Safeguarding Lead Persons  has the right to call the Police by dialling 999 against a 
staff or visitor , should there be any cause for concern over the appropriate use of the device, and who have the right to check the 
images of mobile, camera/video camera or tablet.  

8. At the same time and pending the Police investigation result, the employee will be suspended from work with a written warning letter 
and possibly be dismissed instantly or later, depending on the nature of the gross misconduct.  

 

• 

Key Safeguarding Contact Numbers 
 

 

       Tel: ( 0207 277 4488) Please ask for Extension 1 or  2, or email 
Elephant and Castle Day Nursery (Prevent Duty Co-ordinator or Designated Practitioners for Safeguarding) - 

elephantnursery@gmail.com 
• Police
• 

 101 (non-emergency) or dial 999 
Prevent Duty

       Tel: 0207 340 7264. Concerns can also be raised by email to 
-Department of Education dedicated phone line – staff can raise concerns relating to extremism directly:  

counter.extremism@education.gsi.gov.uk 
• Channel-

• 

 Extremism prevention program: available at https://www.gov.uk/government/publications/channel-guidance 

Southwark Multi-Agency Safeguarding Hub mash@southwark.gov.uk (MASH):02075251921 or , MASH Out of hours 
emergency contact: 0207 2525 5000 

• Southwark Children’s Social Care (Direct):
• 

  020 7525 3297, 
Southwark Children’s Safeguarding Board: 

• 
 0207 525 3306 

Local Authority Designated Officer (LADO):

• 

 ROBERT NEWLANDS 0207 525 0689  

To chase up or enquire about an existing CAF Form:

• 

 Tel: 02075252714 

OFSTED:
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