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Tarporley Pre-School
High Street, Tarporley, Cheshire, CW6 0AG - 01829 730233
Email: tarporleypre-school2@btconnect.com

WHAT HAPPENS IF AN ALLEGATION OF ABUSE IS MADE AGAINST A MEMBER OF TARPORLEY PRE-SCHOOL STAFF

	Allegations against staff, volunteers or agency staff
Concerns may come from a parent, child, colleague or member of the public. Allegations or concerns must be referred to the designated person without delay – Lindsay Wright or Cindy Roberts - even if the person making the allegation later withdraws it.
Identifying
An allegation against a member of staff, volunteer or agency staff constitutes serious harm or abuse if they:
· behaved in a way that has harmed, or may have harmed a child
· possibly committed a criminal offence against, or related to, a child
· behaved towards a child in a way that indicates they may pose a risk of harm to children
Informing
· All staff report allegations to the designated person.
· The designated person alerts the designated officer- Cindy Roberts or the Chairperson. If the designated officer is unavailable the designated person contacts their equivalent until they get a response- which should be within 3-4 hours of the event. Together they should form a view about what immediate actions are taken to ensure the safety of the children and staff in the setting, and what is acceptable in terms of fact-finding. 
· If anyone makes an allegation of abuse against a member of our staff, Committee Chairperson and Cindy Roberts (Pre-School Manager) will be informed and contact CWAC Local Authority Designated Officer (LADO) 0151 337 4570
· It is essential that no investigation occurs until and unless the LADO has expressly given consent for this to occur, however, the person responding to the allegation does need to have an understanding of what explicitly is being alleged.
· The designated person must take steps to ensure the immediate safety of children, parents, and staff on that day within the setting.
· The Local Authority Designated Officer (LADO) is contacted as soon as possible and within one working day. If the LADO is on leave or cannot be contacted the LADO team manager is contacted and/or advice sought from the point of entry safeguarding team/mash/point of contact, according to local arrangements.
· A child protection referral is made by the designated person if required. The LADO, line managers and local safeguarding children’s services can advise on whether a child protection referral is required.
· The designated person asks for clarification from the LADO on the following areas:
· what actions the designated person must take next and when and how the parents of the child are informed of the allegation
· whether or not the LADO thinks a criminal offence may have occurred and whether the police should be informed and if so who will inform them
· whether the LADO is happy for the setting to pursue an internal investigation without input from the LADO, or how the LADO wants to proceed
· whether the LADO thinks the person concerned should be suspended, and whether they have any other suggestions about the actions the designated person has taken to ensure the safety of the children and staff attending the setting
· The designated person records details of discussions and liaison with the LADO including dates, type of contact, advice given, actions agreed and updates on the child’s case file.
· Parents are not normally informed until discussion with the LADO has taken place, however in some circumstances the designated person may need to advise parents of an incident involving their child straight away, for example if the child has been injured and requires medical treatment.
· Staff do not investigate the matter unless the LADO has specifically advised them to investigate internally. Guidance should also be sought from the LADO regarding whether or not suspension should be considered. The person dealing with the allegation must take steps to ensure that the immediate safety of children, parents and staff is assured. It may be that in the short-term measures other than suspension, such as requiring a staff member to be office based for a day, or ensuring they do not work unsupervised, can be employed until contact is made with the LADO and advice given. 
· The designated person ensures staff fill in a Safeguarding incident reporting form. (FORM 1.)
· If after discussion with the designated person, the LADO decides that the allegation is not obviously false, and there is cause to suspect that the child/ren is suffering or likely to suffer significant harm, then the LADO will normally refer the allegation to children’s social care. 
· If notification to Ofsted is required the designated person will inform Ofsted as soon as possible, but no later than 14 days after the event has occurred. The designated person will liaise with the designated officer about notifying Ofsted.
· The designated person ensures that the Confidential safeguarding incident report form (FORM 2) is completed and sent to the designated officer. If the designated officer is unavailable their equivalent must be contacted.
· Avenues such as performance management or coaching and supervision of staff will also be used instead of disciplinary procedures where these are appropriate and proportionate. If an allegation is ultimately upheld the LADO may also offer a view about what would be a proportionate response in relation to the accused person.
· The designated person must consider revising or writing a new risk assessment where appropriate, for example if the incident related to an instance where a member of staff has physically intervened to ensure a child’s safety, or if an incident relates to a difficulty with the environment.
· All allegations are investigated even if the person involved resigns or ceases to be a volunteer.
Allegations against agency staff
Any allegations against agency staff must be responded to as detailed in this procedure. In addition, the designated person must contact the agency following advice from the LADO
Allegations against the designated person 
· If a member of staff has concerns that the designated person has behaved in a way that indicates they are not suitable to work with children as listed above, this is reported to the designated officer who will investigate further. 
· During the investigation, the designated officer will identify another suitably experienced person to take on the role of designated person.
· If an allegation is made against the designated officer, then the trustees are informed.
Recording
· A record is made of an allegation/concern, along with supporting information, using the Safeguarding incident reporting form; normally by the practitioner who has observed the incident. This is then entered on the file of the child, and the Child welfare and protection summary (FORM 3) is completed and placed in the front of the child’s file.
· If the allegation refers to more than one child, this is recorded in each child’s file 
· If relevant, a child protection referral is made, with details held on the child’s file.
Disclosure and Barring Service 
· If a member of staff is dismissed because of a proven or strong likelihood of child abuse, inappropriate behaviour towards a child, or other behaviour that may indicate they are unsuitable to work with children such as drug or alcohol abuse, or other concerns raised during supervision when the staff suitability checks are done, a referral to the Disclosure and Barring Service is made.
Escalating concerns 
· If a member of staff believes at any time that children may be in danger due to the actions or otherwise of a member of staff or volunteer, they must discuss their concerns immediately with the designated person. 
· If after discussions with the designated person, they still believe that appropriate action to protect children has not been taken they must speak to the designated officer. 
If there are still concerns then the whistle blowing procedure must be implemented and followed.
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(FORM 1) Safeguarding incident reporting form (for concerns, child welfare, physical intervention, witness statement, fact-finding)
During the Covid outbreak, this form is also to be used to record contact with families of vulnerable children and those who are considered to be on the edge of needing additional support and are currently not attending the setting
Name of setting:
	Child’s name:
	Name of person reporting:
	Name of designated person:

	
	
	

	Date of birth:
	Job title:
	Job title:

	
	
	

	Date of concern – when observation, event, disclosure was made
	

	Nature of Concern. In the space below describe what was observed, using a body diagram, if necessary.

	




	Impact: what are your main concerns about how this might impact on the child physically or emotionally, please include the child’s voice (as appropriate)?

	




	Response to allegation/complaint: Please advise in your words, what happened, when and where, what did you see or hear and where you were in relation to the alleged incident.

	




	Signature of person completing the form
	

	Hand this form to your setting’s designated person; discuss your concerns and agree what action is to be taken and when it will be reviewed.

	Outcome decisions/actions to be taken (Tick all that apply)

	No further action
	

	Offer support (provide details)
	

	

	Continue to monitor (detail what, who by and until when)
	

	

	Referral to LADO made
	

	

	Refer to iArt for child protection.
	

	Liaise with I Art and LADO
	

	

	[bookmark: _Hlk77330990]Signature of designated person:
	
	Date completed:
	


Physical intervention
If this form is used to record an incident of physical intervention being used on a child to prevent them from harming themselves or others, please ask the parent to sign here to confirm that they have been informed of the circumstances of the event as recorded here.
	Signature of parent:
	
	Date:
	



































(FORM 2)
Confidential safeguarding incident report form
New case or Update (cross out to show correct option)
	Section A Completed on the day of the incident by the designated person and emailed immediately with ‘New Case’ email heading, as an encrypted document to designated officer. As additional information becomes available this form is updated and re-sent. Updates with ‘Update’ in email heading, continue until the case/incident is resolved. It is important that additional fact-finding reports are included with this form. It is the designated person’s responsibility to carry out a thorough fact finding of the incident in line with procedure  Responding to safeguarding or child protection concerns. It is the designated officer’s responsibility to complete additional detail as indicated.

	Date & time of report:
	

	Name of setting and Ofsted EY Number:
	

	Manager’s name:
	

	Date and time of incident:
	

	Child’s full name, age, gender and date of birth:

	

	Safeguarding Incident; does this relate to: (put a cross against most relevant)

	a) referral to social care (early help, child protection, or other concern such as radicalisation) 
	

	b) it has become known that a family has involvement with social care currently (i.e. child is subject to Child Protection plan, child in need plan or other form of early help assessment)
	

	c) a safeguarding incident in the nursery, e.g. child left unsupervised, or allegations against a member of staff.
	

	d) other
	

	Give a full and detailed description of the incident and background information

	


	Is there a CPP or any other involvement with children’s social care?
	Yes/No

	Date and time LADO informed, and advice/instructions given by LADO with date provided:

	

	Date and time trustees consulted, prior to informing Ofsted:
	

	Date and time Social Care team informed:
	

	Date and time Ofsted informed:
	

	Date and time parents informed:
	

	Provide details on other persons/agencies informed of the incident (including the designated person on the day of the incident, and note method of communication i.e. telephone, e-mail)

	

	Planned next steps/actions

	

	Any implications for communications i.e. press enquiries or parents enquiries, complaints etc (if known)

	

	Issues for registration, insurance and any other potential legal issues (if known)

	

	Trustees consider HR implications (e.g. disciplinary or grievance actions (if known))

	

	Update (brief details and date)

	

	Update (brief details and date)

	

	Update (brief details and dat)

	

	Report completed by:
	

	Section B – to be completed by the designated officer when the necessary information is available. 

	Follow up action (if required), e.g. risk assessments, staff training

	


	Report of Investigation (Full and detailed report of the circumstances and outcome of the investigation. If a disciplinary hearing is held record date and outcome)

	


	Outcome of Risk Assessment:
List areas at risk and how the risk has been mitigated. Has the risk assessment changed the practise of the staff or setting?

	

	What has been learnt from the incident? (What should have been done/could have done, are procedural changes needed?) 

	

	Section C to be completed by the designated officer and trustees.

	Follow up actions:

	


	Learning to be cascaded across the organisation. How will this be done, by who and when?

	


	Date to be reviewed:
	

	Date case closed:
	

	To be completed by manager where necessary

	Please record any follow-up action taken, where relevant:

	


	Manager signature:
	
	Date:
	













(FORM 3) Child welfare and protection summary
This form is placed at the front of a child’s personal file and is completed by the designated person after a concern has been raised about the child’s welfare or if significant harm (actual or likely) is suspected. It is a summary only of the concerns already fully recorded.
	Child’s name:
	Date of Birth:
	Address:
	Name of setting:

	
	
	
	


	[bookmark: _Hlk77329697]Date of record:
	Summary of Concern and Impact on Child:
	Agreed Actions:

	
	
	

	Adult reporting:
	
	

	
	
	

	Designated person:
	
	

	
	
	

	Date of record:
	Summary of Concern and Impact on Child:
	Agreed Actions:

	
	
	

	Adult reporting:
	
	

	
	
	

	Designated person:
	
	

	
	
	

	Date of record:
	Summary of Concern and Impact on Child:
	Agreed Actions:

	
	
	

	Adult reporting:
	
	

	
	
	

	Designated person:
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