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Children’s Rights and Entitlements Policy 
Safeguarding Children 

 

Policy statement  

The Lloyd Park Children’s Charity promotes children's right to be strong, 

resilient and listened to by:  

 Creating an environment in our settings that encourages children to 

develop a positive self-mage. 

 Encouraging children to develop a sense of autonomy and 

independence. 

 Enabling children to have the self-confidence and the vocabulary to 

resist inappropriate approaches. 

 Helping children to establish and sustain satisfying relationships within 

their families, with peers, and with other adults including those 

separated from their home. 

 Building parents understanding of, and commitment to, the principles 

of safeguarding. 

 Defining harm and abuse as any action that could be considered to 

negatively impact on children’s rights and entitlements 

 Recognising that a child who is separated from their home and family 

signifies a disruption in their lives that has impact on their emotional 

well-being, attachment and resilience  

The basis of this is to promote secure attachments in children’s lives as 

the basis for resilience. These aspects of well-being underpin the child’s 

responsiveness to learning and are the basis in developing positive 

dispositions for learning. For young children to get the most out of 

educational opportunities they need to be settled enough with their 

carer to be able to cope with further separation, a new environment 

and new expectations made upon them. 

1. What it means to promote children’s rights and 

entitlements to be ‘strong, resilient and listened to’. 
 

To be strong means to be: 

 secure in their foremost attachment relationships where they are loved 

and cared for, by at least one person who is able to offer consistent, 

positive and unconditional regard and who can be relied on. 
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 safe and valued as individuals in their home life and in relationships 

beyond the family, such as day care or school; 

 self-assured and form a positive sense of themselves – including all 

aspects of their identity and heritage; 

 included equally and belong in early years’ settings and in community 

life; 

 confident in abilities and proud of their achievements; 

 progressing optimally in all aspects of their development and learning; 

 part of a peer group in which to learn to negotiate, develop social skills 

and identity as global citizens, respecting the rights of others in a 

diverse world; and 

 able to represent themselves and participate in aspects of service 

delivery that affects them as well as aspects of key decisions that 

affect their lives. 

 

To be resilient means to: 

 be sure of their self-worth and dignity; 

 be able to be assertive and state their needs effectively; 

 be able to overcome difficulties and problems; 

 be positive in their outlook on life; 

 be able to cope with challenge and change; 

 have a sense of justice towards self and others; 

 to develop a sense of responsibility towards self and others; and 

 to be able to represent themselves and others in key decision making 

processes. 

 

To be listened to means: 

 adults who are close to children recognise their need and right to 

express and communicate their thoughts, feelings and ideas; 

 adults who are close to children are able to tune in to their verbal, sign 

and body language in order to understand and interpret what is being 

expressed and communicated; 

 adults who are close to children are able to respond appropriately 

and, when required, act upon their understanding of what children 

express and communicate; and 
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 adults respect children’s rights and facilitate children’s participation 

and representation in imaginative and child centred ways in all 

aspects of core services. 
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Confidentiality and Client Access to Record Policy 
Safeguarding Children 

Policy statement 

Definition: ‘Confidential information is information that is not normally in the 

public domain or readily available from another source, it should have a 

degree of sensitivity and value and be subject to a duty of confidence. A 

duty of confidence arises when one person provides information to another 

in circumstances where it is reasonable to expect that the information will be 

held in confidence.  

In our Charity, members of staff, volunteers and Trustees can be said to have 

a ‘confidential relationship’ with families. It is our intention to respect the 

privacy of children and their parents and carers, while ensuring that they 

access high quality early years care and education in our setting. We aim to 

ensure that all parents and carers can share their information in the 

confidence that it will only be used to enhance the welfare of their children. 

There are record keeping systems in place that meet legal requirements; 

means of storing and sharing that information take place within the 

framework of the Data Protection Act (1998) and the Human Rights Act 

(1998). 

1. Confidentiality procedures 

 

 Staff should always check whether parents, students and volunteers 

regard the information shared with us to be regarded as confidential or 

not. 

 Some parents, students and volunteers sometimes share information 

about themselves with other parents as well as staff; the Charity cannot 

be held responsible if information is shared beyond those individuals 

whom the person has ‘confided’ in. 

 Information shared between parents or students in a discussion or 

training group is usually bound by a shared agreement that the 

information is confidential to the group and not discussed outside of it. 

 We inform parents when we need to record confidential information 

beyond the general personal information we keep - for example with 

regard to any injuries, concerns or changes in relation to the child or 

the family, any discussions with parents on sensitive matters, any 

records we are obliged to keep regarding action taken in respect of 
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child protection and any contact and correspondence with external 

agencies in relation to their child. 

 We aim to keep all records confidential. 

2. Client access to records procedures 

 

Parents may request access to any confidential records held on their 

child and family following the procedure below: 

 

 Any request to see the child’s personal file by a parent or person with 

parental responsibility must be made in writing to the setting manager. 

 The Charity commits to providing access within 14 days, although this 

may be extended in extenuating circumstances by a further period of 

14 days. 

 The setting manager/member of the senior leadership team will 

prepare the file for viewing. 

 All third parties are written to, stating that a request for disclosure has 

been received and asking for their permission to disclose to the person 

requesting it. Copies of these letters are retained on file. 

 ‘Third parties’ include all family members who may be referred to in the 

record also includes workers from any other agency, including social 

services or the health authority.  It is usual for agencies to refuse 

consent to disclose, preferring the individual to go directly to them. 

 When all the consents/refusals to disclose have been received these 

are attached to the copy of the request letter. 

 A photocopy of the complete file is taken. 

 A member of the senior leadership team will go through the file and 

remove any information which a third party has refused consent to 

disclose. This is best done with a thick black marker, to score through 

every reference to the third party and information they have added to 

the file. 

 What remains is the information recorded by the setting, detailing the 

work initiated and followed by them in relation to confidential matters. 

This is called the ‘clean copy’. 

 The ‘clean copy’ is photocopied for the parents who are then invited in 

to discuss the contents. The file should never be given straight over, but 

should be gone through by the setting leader, so that it can be 

explained. 
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 Legal advice may be sought before sharing a file, especially where the 

parent has possible grounds for litigation against the setting or another 

(third party) agency. 

 All the undertakings above are subject to the paramount commitment 

of the setting, which is to the safety and well-being of the child.  Please 

see also our policy on child protection. 

 

3. Legal framework 

 Data Protection Act 1998    

 Human Rights Act 1998 

Further guidance: Information Sharing, Guidance for Practitioners and 

Managers (DCSF, 2008) 
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Information Sharing Policy 
Safeguarding Children 

  

Policy statement 

We recognise that parents, members of staff, volunteers and Management 

Committee have a right to know that information they share will be regarded 

as confidential as well as be informed about the circumstances, and reasons, 

when we are obliged to share information.  

We are obliged to share confidential information without authorisation from 

the person who provided it or to whom it relates if it is in the public interest.  

That is when: 

 it is to prevent a crime from being committed or to intervene where 

one may have been, or to prevent harm to a child or adult; or  

 not sharing it could be worse than the outcome of having shared it.  

The decision should never be made as an individual, but with the support of a 

member of the Lead Safeguarding Team.  

The three critical criteria are: 

1. Where there is evidence that the child is suffering, or is at risk of 

suffering, significant harm. 

2. Where there is reasonable cause to believe that a child may be 

suffering, or at risk of suffering, significant harm. 

3. To prevent significant harm arising to children and young people or 

serious harm to adults, including the prevention, detection and 

prosecution of serious crime. 

 

1. Procedures 

Our procedure is based on the 7 golden rules for information sharing as set 

out in Information Sharing: Guidance for Practitioners and Managers (DCSF 

2008). 

1. Remember that the Data Protection Act is not a barrier to sharing 

information but provides a framework to ensure that personal 

information about living persons is shared appropriately. Our policy and 
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procedures on information sharing provide guidance to appropriate 

sharing of information with external agencies. 

2. Be open and honest. Explain to families how, when and why information 

will be shared about them and with whom. Seek consent to share 

information, unless it puts the child at risk or undermines a criminal 

investigation.  

 

In our setting we ensure parents; 

 receive information about our information sharing policy when starting 

their child in the setting and they sign a form to say that they 

understand circumstances when information may be shared without 

their consent. This will only be when it is a matter of safeguarding a 

child or vulnerable adult. This is on our registration form; 

 have information about our Safeguarding Children and Child 

Protection policy; and 

 have information about the circumstances when information will be 

shared with external agencies, for example, with regard to any special 

needs the child may have or transition to school. 

 

3. Seek advice when there are doubts about possible significant harm to a 

child or others.  Managers contact children’s social care for advice 

where they have doubts or are unsure. 

 

4. Share with consent where appropriate. Respect the wishes of children 

and parents not to consent to share confidential information. However, 

in the interests of the child, know when it is reasonable to override their 

wish.  Guidelines for consent are part of this procedure 

 

5. Managers are conversant with this and are able to advise staff 

accordingly. Consider the safety and welfare of the child when making 

a decision about sharing information – if there are concerns regarding 

‘significant harm’ the child’s well-being and safety is paramount. 

In our setting we: 

 Record concerns and discuss these with the setting’s designated 

persons and or designated officer from the management committee 
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for child protection matters. Record decisions made and the reasons 

why information will be shared and to whom; and 

 follow the procedures for reporting concerns and record keeping. 

 

6. Information shared should be accurate and up-to-date, necessary for 

the purpose it is being shared for, shared only with those who need to 

know and shared securely. 

 Our Child Protection procedure and Record Keeping procedure set 

out how and where information should be recorded and what 

information should be shared with another agency when making a 

referral. 

 

7. Reasons for decisions to share information, or not, are recorded. 

 Provision for this is set out in our Record Keeping procedure  

 

2. Consent 

Parents have a right to be informed that their consent to share 

information will be sought in most cases, as well as the kinds of 

circumstances when their consent may not be sought, or their refusal 

to give consent may be overridden. We do this as follows: 

 

 Our policies and procedures set out our responsibility regarding gaining 

consent to share information and when it may not be sought or 

overridden. 

 Parents sign a form at registration to say they understand this. 

 Parents are asked to give consent to share information about any 

additional needs their child may have, or to pass on child 

development summaries, to the next provider/school. 

 Signed copies of contracts are given to parents. 

We consider the following questions when we need to share information 

 Is there legitimate purpose to sharing the information? 

 Does the information enable the person to be identified? 

 Is the information confidential? 

 If the information is confidential, do you have consent to share? 

 Is there a statutory duty or court order to share information? 
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 If consent is refused, or there are good reasons not to seek consent, is 

there sufficient public interest to share information? 

 If the decision is to share, are you sharing the right information in the 

right way? 

 Have you properly recorded your decision? 

All the undertakings above are subject to the paramount commitment of the 

setting, which is to the safety and well-being of the child.  Please also see our 

Safeguarding Children and Child Protection policy. 

Learning Book  

We are working in partnership with the LearningBook.  

The Lloyd Park Children’s Charity are taking a digital approach to observing 

and assessing children’s learning.  

Parents will be able to access up-to-date information on their child’s progress 

online. 

This is in accordance with the Early Years Foundation Stage (EYFS) Framework 

2017, Data Protection Act 1998?  

 

The Lloyd Park Children’s Charity are working together with ‘LearningBook’ to 

adopt to new best practice.  

LearningBook is a digital assessment programme which uses a secure hand-

held tablet to collect notes, photographs, video and audio clips.  

The observations are recorded by nursery staff, and linked to the areas of the 

EYFS. 

The information is stored on a secure server which is encrypted and password 

protected.  

It can only be accessed by parents, carers and staff.  

In addition to this, the LearningBook staff have access for site maintenance 

as required. 

All of their staff have undergone safeguarding checks Via LearningBook 

organisation. 
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The Smart Tablet that we are using only runs LearningBook. It’s not possible to 

install any other apps or software onto the device, it is not possible to link or 

access the Internet or any other media sites.   

Children’s safety is of the utmost importance to us.    

 

We have strict guidelines in which our staff team follow when accessing 

information and data input. Staff must adhere to our safeguarding policies as 

laid out in the Centre’s Safeguarding Policy, Confidently and client access to 

records policy. 

 

Guideline are:  

 Staff are not allowed to download, screenshot or print out any child’s 

personal information, observations, notes, pictures, video or audio 

material.  

 If printing of any nature is required, for example for an Ofsted 

inspection, permission must be granted by a senior member of staff. 

 Passwords to the online portal will be changed on a weekly basis in 

partnership with the Early Years Coordinator and the LearningBook. 

 During induction periods, staff/students will have limited access to the 

LearningBook.  

 Staff only have access to observations and assessments.  

 Adding of new children/moving family groups, archiving of children’s 

record or any other information can only be done via a allocated 

member of staff.  

 Permission must be granted by a senior member of staff before any 

information can be changed or deleted.  

 If information has been sent under the wrong child, the Early Years Co-

ordinator needs to be informed so this can be rectified.   

 If the Learningbook smart tablets are taken off site, this must be agreed 

by a senior staff member and recorded in the main office.  

 The online portal can only be accessed by The Lloyd Park Children’s 

Charity ’s IT equipment.   

 

We will revoke access to any person, if there is evidence of misuse, pending 

an investigation, the appropriate taken would be take.   

 

 

Legal framework: Data Protection Act 1998, Human Rights Act 1998 
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Further guidance: Information Sharing: Guidance for Practitioners and 

Managers 
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Version Number V2 
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Signed  

 

Name James Wragg 

Role Chairperson  

Next Review Date March 2018 
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Maintaining Children’s Safety and Security on Premises 

Policy 
Safeguarding Children 

We spoke to children about safety and security.  School age children 

attending the Grow Wild session described how important it is to “… listen to 

the teachers”, not allow “…too many people at once” and how important it 

is to have “adults help and look after you”. 

Policy statement 

The Lloyd Park Children’s Charity maintains a high level of security of our 

premises to ensure that each child is safely cared for during their time with us. 

Procedures 

1. Children's personal safety 

 

 We ensure all staff, volunteers and students have been checked for 

criminal records by an enhanced disclosure from the Criminal Records 

Bureau through the Disclosure and Barring Service. - see Safer 

Recruitment  

 All children are supervised by adults at all times. 

 Adults do not supervise children on their own. 

 Whenever children are on the premises, correct adult to child ratios are 

maintained  

 We carry out risk assessment to ensure children are not made 

vulnerable within any part of our premises, nor by any activity. 

 Parents/carers attending any groups, sessions or drop-ins within the 

organisation are responsible for their own children at all times.  

2. Security 

 

 Systems are in place for the safe arrival and departure of children.  

 The times of the children's arrivals and departures are recorded on the 

daily registers as well as the name of the adult who has collected or 

dropped the child off. 

 The arrival and departure times of adults - staff, volunteers and visitors 

are recorded. 

 Our systems prevent unauthorised access to our premises. 
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 Our systems prevent children from leaving our premises unnoticed. 

 There are facilities for the personal possessions of staff and volunteers to 

be securely stored. 

 We are a mobile phone free zone in the children’s play environment.  

 Parents/carers should be aware of exit areas all times in order to 

maintain safety. 
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Making a Complaint Policy 
Safeguarding Children 

 

Policy statement 

We believe that children, parents, members of staff, volunteers and 

Management Committee, partner agencies and other community members 

are entitled to expect courteous and prompt, careful attention to their needs 

and wishes. We welcome suggestions on how to improve our setting and will 

give prompt and serious attention to any concerns about the running of the 

setting. We anticipate that most concerns will be resolved quickly by an 

informal approach to the appropriate member of staff. If this does not 

achieve the desired result, we have a set of procedures for dealing with 

concerns. We aim to bring all concerns about the running of our setting to a 

satisfactory conclusion for all of the parties involved. 

Procedures 

All settings are required to keep a 'Summary Log' of all complaints that reach 

stage two or beyond. This is to be made available to parents as well as 

Ofsted Inspectors and Awarding Bodies.  

3. Making a complaint 

 

Stage 1 

 Any individual who has a concern about an aspect of the charity talks 

over, first of all, his/her concerns with a member of The Lloyd Park 

Children’s Charity. 

 Most complaints should be resolved amicably and informally at this 

stage. 

Stage 2 

 If this does not have a satisfactory outcome, or if the problem recurs, 

the individual should put their concerns or complaint in writing to the 

Senior Leadership Team or chair of the management committee. 

 When the investigation into the complaint is completed, the Senior 

Leadership Team member or Chair of the management committee 

meets with the individual to discuss the outcome. 
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 The individual must be informed of the outcome of the investigation or 

given an update within 28 days of making the complaint. 

 When the complaint is resolved at this stage, the summary points are 

logged in the Complaints Summary Record. 

Stage 3 

 If the individual is not satisfied with the outcome of the investigation, he 

or she requests a meeting with the Centre Manager and Chair of the 

management committee. The individual may have a friend or partner 

present if required and the manager should have the support of the 

Chairperson of the management committee, other Management 

Committee member or senior staff member. 

 An agreed written record of the discussion is made as well as any 

decision or action to take as a result. All of the parties present at the 

meeting sign the record and receive a copy of it. 

 This signed record signifies that the procedure has concluded. When 

the complaint is resolved at this stage, the summary points are logged 

in the Complaints Summary Record. 

Stage 4 

 If at the stage three meeting the individual and setting cannot reach 

agreement, an external mediator is invited to help to settle the 

complaint. This person should be acceptable to both parties, listen to 

both sides and offer advice.  A mediator has no legal powers but can 

help to define the problem, review the action so far and suggest 

further ways in which it might be resolved. 

 The mediator keeps all discussions confidential. S/he can hold separate 

meetings with the setting personnel and the individual, if this is decided 

to be helpful. The mediator keeps an agreed written record of any 

meetings that are held and of any advice s/he gives. 

 When the mediator has concluded her/his investigations, a final 

meeting between the individual, the setting leader /chair of the 

management committee is held. The purpose of this meeting is to 

reach a decision on the action to be taken to deal with the complaint. 

The mediator's advice is used to reach this conclusion. The mediator is 

present at the meeting if all parties think this will help a decision to be 

reached. 

 A record of this meeting, including the decision on the action to be 

taken, is made.  Everyone present at the meeting signs the record and 
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receives a copy of it.  This signed record signifies that the procedure 

has concluded. 

The role of the Office for Standards in Education (Ofsted) and the Local 

Safeguarding Children Board 

 Individuals may approach Ofsted directly at any stage of this 

complaints procedure. In addition, where there seems to be a possible 

breach of the setting's registration requirements, it is essential to involve 

Ofsted as the registering and inspection body with a duty to ensure the 

Welfare Requirements of the Early Years Foundation Stage are adhered 

to. 

The number to call Ofsted with regard to a complaint is:  0300 123  1231 

Ofsted  

The National Business Unit  

Piccadilly Gate,  

Store Street  

Manchester M1 2WD 

 

 These details are displayed on our setting's notice board. 

 If a child appears to be at risk, our setting follows the procedures of the 

Local Safeguarding Children Board in our local authority. 

 In these cases, both the parent and setting are informed and the 

Senior Leadership Team works with Ofsted, awarding bodies or the 

Local Safeguarding Children Board to ensure a proper investigation of 

the complaint, followed by appropriate action. 

4. Records 

 

 A record of complaints against our setting and/or the children and/or 

the adults working in our setting is kept, including the date, the 

circumstances of the complaint and how the complaint was 

managed. 

 The setting stores written complaints in a complaint folder and records 

this on the child’s chronological report.  However, if the complaint 

involves a detailed investigation, the SLT may wish to store all 

information relating to the investigation in a separate file designated 

for this complaint. 
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 The outcome of all complaints is recorded in the Summary Complaints 

Record which is available for parents, Ofsted Inspectors and Awarding 

Bodies on request. 
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Missing Child Policy 
Safeguarding Children 

 

Policy statement 

Children’s safety is maintained as the highest priority at all times both on and 

off premises. Every attempt is made through carrying out the outings 

procedure and the exit/entrance procedure to ensure the security of 

children is maintained at all times.  In the unlikely event of a child going 

missing, our missing child procedure is followed. 

Procedures 

5. Child going missing on the premises 

 

 As soon as it is noticed that a child is missing the key person/staff alerts 

the senior leader. 

 The senior member of staff calls the police and reports the child missing 

and then calls the parent. 

 The senior member of staff will carry out a thorough search of the 

building and garden. 

 The register is checked to make sure no other child has also gone 

astray. 

 Doors and gates are checked to see if there has been a breach of 

security whereby a child could wander out. 

 The setting leader talks to the staff to find out when and where the 

child was last seen and records this. 

 The senior leader contacts the Chief Executive Officer and reports the 

incident to the Chair.  The CEO and or Chairperson, with the Senior 

leadership team, carries out an investigation. 

 Parents/carers should be aware of exit areas all times in order to 

maintain safety. 

 Parents/carers attending any groups, sessions or drop-ins within the 

organisation are responsible for their own children at all times.  

 

  

6. Child going missing on an outing 
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This describes what to do when staff members have taken a group on an 

outing, leaving the senior leader and/or other staff back in the setting.  If the 

senior Leader has accompanied children on the outing, the procedures are 

adjusted accordingly.  

What to do when a child goes missing from a whole setting outing may be a 

little different, as parents usually attend and are responsible for their own 

child. 

 As soon as it is noticed that a child is missing, staff on the outing ask 

children to stand with their designated person and carry out a 

headcount to ensure that no other child has gone astray.  One staff 

member searches the immediate vicinity but does not search beyond 

that. 

 The setting leader or manager is contacted immediately and the 

incident is reported. 

 The setting leader contacts the police and reports the child as missing. 

 The setting leader contacts the parent, who makes their way to the 

setting or outing venue as agreed with the setting leader.  The setting is 

advised as the best place, as by the time the parent arrives, the child 

may have been returned to the setting. 

 Staff members take the remaining children back to the setting. 

 In an indoor venue, the staff members contact the venue’s security 

who will handle the search and contact the police if the child is not 

found. 

 The setting leader contacts the Chief Executive Officer. The CEO, and 

SLT carries out an investigation. 

 The setting leader, or designated staff member may be advised by the 

police to stay at the venue until they arrive. 

 

7. The investigation 

 

 Staff members keep calm and do not let the other children become 

anxious or worried. 

 The setting leader together with Chief Executive Officer speaks with the 

parent(s). 

 The Chief Executive Officer and SLT, carry out a full investigation taking 

written statements from all the staff in the area or who were on the 

outing. 
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 The key person/staff member writes an incident report detailing: 

a. The date and time of the report. 

b. What staff/children were in the group/outing and the name of 

the staff designated responsible for the missing child. 

c. When the child was last seen in the group/outing. 

d. What has taken place in the group or outing since the child went 

missing. 

e. The time it is estimated that the child went missing. 

 A conclusion is drawn as to how the breach of security happened. 

 If the incident warrants a police investigation, all staff co-operate fully.  

In this case, the police will handle all aspects of the investigation 

including interviewing staff.  Children’s Social Care may be involved if it 

seems likely that there is a child protection issue to address. 

 The incident is reported under RIDDOR (Reporting of Injuries Diseases 

and Dangerous Occurrences) arrangements; the local authority Health 

and Safety Officer may want to investigate and will decide if there is a 

case for prosecution. 

 In the event of disciplinary action needing to be taken, Ofsted is 

informed. 

 The insurance provider is informed. 

 

8. Managing people 

 

 Missing child incidents are very worrying for all concerned.  Part of 

managing the incident is to try to keep everyone as calm as possible. 

 The children may also be sensitive to what is going on around them.  

They too may be worried.  The remaining staff caring for them need to 

be focused on their needs and must not discuss the incident in front of 

them.  They should answer children’s questions honestly but also 

reassure them. 

 Parents should be informed of any incident involving a missing child by 

a member of the SLT or CEO.  

 Staff may feel vulnerable during this process and will need support. 

There should always be two members of staff present who are 

members of SLT/CEO when handling the situation with parents.  

 In accordance with the severity of the final outcome, staff may need 

counselling and support. If a child is not found, or is injured, or worse, 
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this will be a very difficult time. The chairperson and centre manager 

will use their discretion to decide what action to take. 

 Members of staff, volunteers and Trustees must not discuss any missing 

child incident with the press without permission from the Chief 

Executive Officer or Chair Person who will have taken appropriate 

advice before appointing a spokesperson for the organisation. 

 

 

Policy Name Missing Child Policy 

Version Number V2 

This policy was 

developed by 

Governance and Accountability Sub Group 

These people 

were consulted/ 

involved in 

developing the 

policy 

Safeguarding Team 

 

This Policy was 

adopted by 

Trustee Board  

Resigned due to renaming of organisation 

Date 10 4 2017 

Signed  

 

Name James Wragg 

Role Chairperson  

Next Review Date March 2018 

  



 

Safeguarding       Safeguarding Children and Child Protection     Charity No 1102134 

 

 

 

Safeguarding Children and Child Protection Policy 

(Including managing allegations of abuse against a 

member of staff) 
Safeguarding Children 

  

Policy statement 

The Lloyd Park Children’s Charity will work with children, parents and the 

community to ensure the rights and safety of children are paramount to give 

them the very best start in life.  

9. Procedures 

 

The Lloyd Park Children’s Charity carries out the following procedures to 

ensure we meet the three key commitments of the Safeguarding Children 

Policy. All Members of staff, volunteers and Management Committee are 

familiar with the Centre’s Child Protection policy and follow procedures for 

recording and reporting concerns 

Key commitment 1 The organisation is committed to building a 'culture of 

safety' in which children are protected from abuse and harm in all areas of its 

service delivery. 

Key commitment 2The organisation is committed to responding promptly and 

appropriately to all incidents or concerns of abuse that may occur and to 

work with statutory agencies in accordance with the procedures that are set 

down in 'What to do if you’re worried a child is being abused' (HMG 2006). 

Working together to safeguard children 

Key commitment 3The Lloyd Park Children’s Charity is committed to 

promoting awareness of child abuse issues throughout its training and 

learning programmes. It is also committed to empowering young children, 

through the Early Years Framework promoting their right to be strong, resilient 

and listened to. 

Key commitment 4 The Lloyd Park Children’s Charity has due regard to the 

need to prevent people from being drawn into terrorism. 
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10. Staff and Management Committee Members 

 

Our designated members of staff and Committee Members who co-ordinate 

child protection issues are: 

Keri Cooper: Lead Safeguarding officer 

Helen Hinsley: Higham Hill Day care 

Patricia Oyewole: The Lloyd Park Children’s Charity  

Amit Rahi: Higham Hill Day Care 

Huma Naqui: Leytonstone Children & Family Centre Hub 

Lilian Lucic: Chingford Children & Family Centre Hub 

Antonia Fernand: Walthamstow Children & Family Centre Hub 

Angela Carter: Leyton Children & Family Centre Hub 

Karen Bowles: Management Committee 

 

 Keri Cooper is responsible for coordinating all aspects of safeguarding 

and child protection within the organisation. 

 The staff members with designated responsibility (as above, see 

Safeguarding display board at settings) ensure that detailed, accurate 

and secure written records are kept in relation to safeguarding.  

 We ensure all parents, members of staff, volunteers, learners and 

Management Committee are made aware of our safeguarding 

policies and procedures. 

 We provide adequate and appropriate staffing resources to meet the 

needs of children. 

 Applicants for posts within the organisation are clearly informed that 

the positions are exempt from the Rehabilitation of Offenders Act 1974.  

 Candidates are informed of the need to carry out 'enhanced 

disclosure' checks with the Disclosure and Barring Service (DBS) before 

posts can be confirmed.  

 Where applications are rejected because of information that has been 

disclosed, applicants have the right to know and to challenge 

incorrect information. 

 We abide by Ofsted requirements in respect of references and DBS 

check for members of staff, volunteers, learners and Management 
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Committee to ensure that no disqualified person or unsuitable person 

works at the setting or has access to the children. 

 Volunteers do not work unsupervised. 

 We record information about staff qualifications and the identity 

checks and vetting processes that have been completed including: 

the DBS disclosure reference number, the date the disclosure was 

obtained, the date it should be renewed, details of who obtained it. 

 We inform all members of staff, volunteers, learners and Management 

Committee that they are expected to disclose any convictions, 

cautions, court orders or reprimands and warnings which may affect 

their suitability to work with children (whether received before or during 

employment with the organisation) 

 We abide by the Protection of Vulnerable Groups Act (2006) 

requirements in respect of any person who is dismissed from our 

employment, or resigns in circumstances that would otherwise have 

lead to dismissal for reasons of child protection concern. 

 All members of staff, volunteers, learners and Management Committee 

have a structured induction including training on Safeguarding and 

sign to confirm that have read and understood the centre’s policies 

and procedures that includes the staff code of conduct 

 We have procedures for recording the details of visitors to the setting. 

 We take security steps to ensure that we have control over who comes 

into the settings so that no unauthorised person has unsupervised 

access to the children. 

 We take steps to ensure children are not photographed or filmed on 

video for any other purposes than to record their development or their 

participation in events organised by the organisation. In order to 

safeguard children, the use of mobile phones is strictly prohibited 

around the children in our care. Parents using all services sign a 

consent form and have access to records holding visual images of their 

child. Parents also sign a consent for their child’s photo to be used in 

promotional material for the centre and for Roleplay magazine 

 Members of staff, volunteers, learners and Management Committee 

have a duty of care to escalate any concerns and disclosures made. 

 

11. Responding to suspicions of abuse 
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 We acknowledge that abuse of children can take different forms - 

physical, emotional, and sexual, as well as neglect and domestic 

violence. 

Our first responsibility is to all children in our care this means that every 

members of staff, volunteers, learners and Management Committee needs to 

be aware of signs of abuse.  Examples below are what may become evident 

(when we have children in our care these lists are a general overview and 

are by no means exhaustive, and any suspicions are noted and brought to 

the attention of our named Designated Leads. 

12. Possible signs of Physical Abuse 

 

 Unexplained injuries or burns, particularly if they are recurrent 

 Improbable excuses given to explain injuries, or refusal to explain 

injuries 

 Untreated injuries 

 Admission of punishment which appears excessive 

 Fear of parents (being contacted) i.e. changes in behaviour when 

seeing Parent/Guardians when they are contacted. 

 Withdrawal from physical contact 

 Arms and legs kept covered in hot weather 

 Fear of returning home with parent/guardian when collecting 

 Self-destructive tendencies 

 Aggression towards others 

13. Indicators of Neglect/Failure to Thrive: 

 

 Health and Hygiene: Persistent poor attention to health needs, 

cleanliness and physical care. Lack of essential medical and dental 

care.  

 Food: Malnourished from mild forms to severe emaciation 

 Safety: Inadequate supervision to prevent accidents/incidents 

 Warmth: Inappropriate clothing 

 Excessive responsibilities at home for younger children 

 Continual thirst and hunger 

 Alcohol or drug abuse by carers or child 

 Failure to gain weight and height 

 Poor skin, hair, nail conditions 

 Fatigued and listless 
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 Unexplained/frequent absences 

 

 

14. Indicators of Emotional Abuse/Psychological 

Maltreatment 

 

 Acts of Omission: persistent lack of affection or physical interaction. 

Lack of warmth, praise and pride towards child. Lack of response to 

child’s overtures or distress. Persistent criticism – verbal abuse. Absence 

of discipline, control of behaviour and positive parenting 

 Acts of Commission: Rejecting, scape-goating, derogation, humiliation, 

terrorising, victimisation. Isolation within and outside family. 

Encouragement of antisocial behaviour. Exploitation physically or 

sexually. Disassociation from child, poor parenting indicators. 

 Behavioural Indicators -  

 Habit disorders (sucking, rocking, biting, withdrawal) 

 Conduct disorders (antisocial, destructive) 

 Sleep disorders 

 Compliant/passive, aggressive/demanding, hyperactive 

 Developmental delays 

 Overly adaptive behaviour – inappropriate adult/child indicators 

 Role reversal 

 Frozen watchfulness 

 

15. Possible signs of Sexual Abuse 

 

 Become insecure or cling to a parent in a fearful way 

 Show extreme fear or cry hysterically when their nappy is changed 

 Become hysterical when clothing is removed, particularly underclothes 

 Have some physical signs in the genital or anal areas, smell of semen 

etc. 

 Have soreness or bleeding in the throat, anal or genital areas 

 Regress to a much younger behavioural pattern 

 Behave in a way sexually inappropriate to their age, being obsessed 

with sexual matters, as opposed to normal exploration 

 Stare blankly, seem unhappy, confused or sad 
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 Become withdrawn, stop eating, have chronic nightmares, bed 

wetting again when previously dry 

 Play out sexual acts in too knowledgeable a way with dolls or other 

children 

 Produce drawings of sex organs such as erect penises 

 Stop enjoying activities with other children, such as stories or games 

 Seem to be bothered or worried, but won’t tell why as if keeping a 

secret 

 Change from being happy and active to being withdrawn and fearful 

 Repeat obscene words or phrases said by the abuser 

 Say repeatedly that they are bad, dirty or wicked 

 Become aggressive and hurtful 

 Act in sexually inappropriate way towards adults 

 

16. Domestic Violence 

 

Definition 

Domestic violence is an abuse of power perpetrated mainly (but not only) by 

men against women in a relationship or after separation. Domestic violence is 

about far more than physical violence. It is about systematic, patterned and 

repeated abuse of power and control. 

Domestic Violence is the use of a range of behaviour to exert power and 

control over others which cause the victims to live in fear. It includes overt 

behaviour (such as violence) and covert behaviour (such as controlling 

someone’s contact with family and friends or controlling access to finances). 

Domestic violence takes a number of forms. Including but not limited to: 

 Physical abuse- including kicking, hitting and punching  

 Sexual abuse- including rape, threats of sexual abuse, forced 

compliance in degrading acts, indecent assaults  

 Emotional abuse- the use of language, threats and insults to denigrate 

and degrade someone. It can include the threat of violence to others 

such as children. 

 Economic abuse- including the control and/or withdrawal of access to 

the families’ resources 

 Social abuse or forced isolation- including conduct which causes 

contact with family and friends to be curtailed or to cease. 

 Intimidation, threats and stalking-including harassing phone calls, 

following a person  
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Domestic violence occurs across all groups and cultures within our 

community and affects the physical, social and economic wellbeing of 

women, men and children. The Lloyd Park Children’s Charity recognises that 

women and children form the overwhelming majority of victims of domestic 

violence, while also acknowledging that men can and do experience 

domestic violence. 

17. Impact of Domestic Violence on Children 

 

Children who live with domestic violence face increased risks: the risk of 

exposure to traumatic events, the risk of neglect, the risk of being directly 

abused, and the risk of losing one or both of their parents. All of these may 

lead to negative outcomes for children and may affect their well-being, 

safety, and stability Childhood problems associated with exposure to 

domestic violence fall into three primary categories: 

Behavioural, social, and emotional problems: Higher levels of aggression, 

anger, hostility, oppositional behaviour, and disobedience; fear, anxiety, 

withdrawal, and depression; poor peer, sibling, and social relationships; and 

low self-esteem. 

Cognitive and attitudinal problems: Lower cognitive functioning, poor 

performance, lack of conflict resolution skills, limited problem solving skills, pro-

violence attitudes, and belief in rigid gender stereotypes and male privilege. 

Long-term problems: Higher levels of adult depression and trauma symptoms 

and increased tolerance for and use of violence in adult relationships.  

 

18. Vulnerability to extremism 

 

The Lloyd Park Children’s Charity promotes the values of democracy, the rule 

of law, individual liberty, mutual respect and tolerance for those with different 

faiths and beliefs. We will teach and encourage individuals to respect one 

another and to respect and tolerate difference, especially those of a 

different faith or no faith. It is indeed our most fundamental responsibility to 

keep our pupils safe and prepare them for life in modern- cultural Britain and 

globally.  
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Since 2010, when the Government published the Prevent Strategy, there has 

been an awareness of the specific need to safeguard children, young 

people and families from violent extremism.  There have been several 

occasions both locally and nationally in which extremist groups have 

attempted to radicalise vulnerable children and young people to hold 

extreme views including views justifying political, religious, sexist or racist 

violence, or to steer them into a rigid and narrow ideology that is intolerant of 

diversity and leaves them vulnerable to future radicalisation. 

The Lloyd Park Children’s Charity values freedom of speech and the 

expression of beliefs / ideology as fundamental rights underpinning our 

society’s values.  Both pupils/students and teachers have the right to speak 

freely and voice their opinions.  However, freedom comes with responsibility 

and free speech that is designed to manipulate the vulnerable or that leads 

to violence and harm of others goes against the moral principles in which 

freedom of speech is valued.  Free speech is not an unqualified privilege; it is 

subject to laws and policies governing equality, human rights, community 

safety and community cohesion.   

Definitions of radicalisation and extremism, and indicators of vulnerability to 

radicalisation are in Appendix 1. 

The Centre is aware that children can be exposed to extremist influences or 

prejudiced views from an early age which emanate from a variety of sources 

and media, including via the internet, and at times children may themselves 

reflect or display views that may be discriminatory, prejudiced or extremist, 

including using derogatory language.  The normalisation of extreme views 

may also make children and young people vulnerable to future manipulation 

and exploitation. The Lloyd Park Children’s Charity is clear that this 

exploitation and radicalisation should be viewed as a safeguarding concern. 

The Lloyd Park Children’s Charity seeks to protect children and young people 

against the messages of all violent extremism including, but not restricted to, 

those linked to Islamist ideology, or to Far Right / Neo Nazi / White 

Supremacist ideology, Irish Nationalist and Loyalist paramilitary groups, and 

extremist Animal Rights movements. 

Any prejudiced, discrimination or extremist views, including derogatory 

language, displayed by children, parents, volunteers, learners, staff members 

or management committee members will always be challenged and where 

appropriate dealt with in line with our Achieving Positive Behaviour Policy and 

the Code of Conduct and Disciplinary Procedure.  
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19. Risk Reduction 

The Designated Safeguarding Team will assess the level of risk within the 

centre and put actions in place to reduce that risk.   

This risk assessment will be reviewed as part of the annual Section 11 Audit. 

 

20. Response 

 

When any member of staff has concerns that a child, parent, members of 

staff, volunteer, learner or management committee member may be at risk 

of radicalisation or involvement in terrorism, they should speak to a member 

of the Designated Safeguarding Team or follow the Centres safeguarding 

procedure in the case of an emergency.  

 

21. Principles 

 

The Lloyd Park Children’s Charity in its decision making, policy 

implementation and daily practices related to domestic violence, is guided 

by three important and fundamental principles: 

 the immediate and longer term safety for children and their parent at 

risk; 

 the best interests of the child; and 

 the responsibility for violence always rests with the perpetrator. 

 

The Lloyd Park Children’s Charity makes comprehensive assessment 

regarding the protective factors of children and the effects of domestic 

violence inform decision-making regarding the types of services and 

interventions needed for children living with violence. Additional assessment 

factors that influence the impact of domestic violence on children include:  

 When children are suffering from physical, sexual or emotional abuse, 

or may be experiencing neglect or domestic violence this may be 

demonstrated through the things they say (direct or indirect disclosure) 

or through changes in their appearance, their behaviour, or their play. 
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 We take into account factors affecting parental capacity, such as 

social exclusion, parent’s drug or alcohol abuse, mental or physical 

illness or parent’s learning disability. 

 We are aware of other factors that affect children’s vulnerability such 

as abuse of disabled children, fabricated or induced illness, child 

abuse linked to beliefs in spirit possession, sexual exploitation of children 

such as through internet abuse and female Genital Mutilation that may 

affect or may have affected children and young people using our 

provision. 

 We also make ourselves aware that some children and young people 

are affected by gang activity, by complex, multiple or organised 

abuse, through forced marriage or honour based violence or maybe 

victims of child trafficking. (While this may be less likely to affect young 

children in our care we may become aware of any of these factors 

affecting older children and young people who we may come into 

contact with. 

 Where we believe a child in our care or known by us may be affected 

by any of these factors we follow the procedure for reporting child 

protection concerns. 

 Where such evidence is apparent, the person raising the concern 

makes a dated record of the details and discusses what to do with the 

settings designated persons. The information is stored on the child's 

personal file. 

 We refer concerns to the local authority children’s social care 

department and co-operate fully in any subsequent investigation. 

NB In some cases this may mean the police or another agency 

identified by the Local Safeguarding Children’s Board. 

 We take care not to influence the outcome either through the way we 

speak to children or by asking questions of children.  

 We take into account the need to protect young people aged 16-19 

as defined by the Children Act 1989. This may include students or 

school children on work placement, young employees or young 

parents. Where abuse is suspected we follow the procedure for 

reporting any other child protection concerns. The views of the young 

person will always be taken into account but the setting may override 

the young person’s refusal to consent to share information if it feels that 

it is necessary to prevent a crime form being committed or intervene 

where one may have been or to prevent harm to a child or adult. 

Sharing confidential information without consent is done only where 

not sharing it could be worse than the outcome of having shared it.  
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22. Recording suspicions of abuse and disclosures 

 Where a child makes comments to a member of members of staff, 

volunteers, and Management Committee that gives cause for concern 

(disclosure), or they observe signs or signals that gives cause for 

concern, such as significant changes in behaviour; deterioration in 

general well-being; unexplained bruising, marks or signs of possible 

abuse or neglect that members of staff, volunteers or Management 

Committee: 

 listens to the child, offers reassurance and gives assurance that she or 

he will take action; 

 does not question the child; 

 makes a written record on a Child Protection 1 form (CP1) that forms 

an objective record of the observation or disclosure that includes: 

o the date and time of the observation or the disclosure; 

o the exact words spoken by the child as far as possible; 

o the name of the person to whom the concern was reported, with 

date and time; and the names of any other person present at 

the time. 

o completion of body chart to identify injury as required. 

 These records are signed and dated and kept in the identified 

confidential folder within the child's personal file which is kept secure. 

 A member of Safeguarding Team as designated person is informed of 

the issue at the earliest opportunity. 

 The Local Safeguarding Children Board stipulates the process for 

recording and sharing concerns we include those procedures 

alongside this procedure and follow the steps set down by the Local 

Safeguarding Children Board 

 

23. Making a referral to the local authority social care team 

 

 The settings use a set template for recording concerns (CP1 Form). A 

template for making a referral to the local children’s social care team 

is kept in the “Safeguarding folder “on the admin drive. 

 We keep a copy of this document and follow the detailed guidelines 

given. 
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24. Informing parents 

 

 Parents are normally the first point of contact. We discuss concerns with 

parents to gain their view of events, unless we feel this may put the 

child in greater danger. 

 We inform parents where we have made a record of concerns on their 

child’s file and that we also make a note of any discussion we have 

with them regarding a concern. 

 If a suspicion of abuse warrants referral to social care, parents are 

informed at the same time that the referral will be made, except where 

the guidance of The Local Safeguarding Children Board does not allow 

this, for example where it is believed that a child may be placed in 

greater danger. 

 This will usually be the case where the parent is the likely abuser. In 

these cases, the social workers will inform parents. 

 

25. Liaison with other agencies 

 

 We work within the Local Safeguarding Children Board guidelines. 

 We have a copy of 'What to do if you’re worried a child is being 

abused' for parents and staff, students and volunteers, and all staff 

students and volunteers are trained with what to do if they have 

concerns. 

 We have procedures for contacting the local authority on child 

protection issues, including maintaining a list of names, addresses and 

telephone numbers of social workers, to ensure that it is easy, in any 

emergency, for the setting and social services to work well together. 

 We notify the registration authority (Ofsted) of any incident or accident 

and any changes in our arrangements which may affect the wellbeing 

of children or where an allegation of abuse is made against a member 

of staff. Notifications to Ofsted are made as soon as is reasonably 

practicable, but at least within 14 days of the allegations being made. 

 Contact details for the local National Society for the Prevention of 

Cruelty to Children (NSPCC) are also kept. 

 

26. Looked after children  
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We recognise that children who are looked after have often experienced 

traumatic situations such as physical, emotional, sexual abuse or neglect. 

Whatever the reason, a child is separated from their family and home signifies 

a disruption in their lives that has an impact on their emotional wellbeing.  

 The designated person for looked after children is one of the settings’ 

designated child protection officers. 

 The designated person and the key person liaise with agencies, 

professionals and practitioners involved with the child and his or her 

family and ensure appropriate information is gained and shared. 

 The settings recognise the role of the local authority social care 

department and regular contact should be maintained with the social 

worker through planned meetings that will include the foster carer. 

 key agency in determining what takes place with the child. Nothing 

changes, especially with regard to the birth parent’s or foster carer’s 

role in relation to the setting without prior discussion and agreement 

with the child’s social worker. 

 Regular contact should be maintained with the social worker through 

planned meetings that will include the foster carer. 

 

27. Allegations against staff and volunteers 

 

We ensure that all parents know how to make a complaint about the 

behaviour or actions members of members of staff, volunteers, learners and 

Management Committee within the setting, which may include an allegation 

of abuse. 

We follow the guidance of the Local Safeguarding Children Board when 

responding to any complaint that a member of members of staff, volunteers, 

learners and Management Committee within the setting, has abused a child. 

We respond to any inappropriate behaviour displayed by members of 

members of staff, volunteers, learners and Management Committee or any 

other person working with the children, which includes. 

Inappropriate sexual comments 

Excessive one-to-one attention beyond the requirements of their usual role 

and responsibilities, or inappropriate sharing of images. 
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We respond to any disclosure by children or members of staff, volunteers, 

learners and Management Committee that abuse by a member of staff, 

volunteers, learners and Management Committee within the setting, may 

have taken, or is taking place, by first recording the details of any such 

alleged incident.  

If the allegations are about the Centre Manager or any members of senior 

management team, members of staff, volunteers, learners and Management 

Committee should contact a designated member of Safeguarding Team 

Management Committee member who will contact Local Authority 

Designated Officer (LADO). 

It isn’t the responsibility of the member of staff to decide if a suspicion or 

allegation is serious or if action should be taken. They must report it, and if 

they failed to report it, it would be a disciplinary matter. 

We refer any such complaint immediately to Local Authority Designated 

Officer 0208 496 3646  to investigate and advise of action to take. 

We also report (any such alleged) any allegations of serious harm and abuse 

to Ofsted and what measures we have taken. We are aware that it is an 

offence not to do this. 

We co-operate entirely with any investigation carried out by children’s social 

care in conjunction with the police. 

Where the senior leadership team and LADO agree it is appropriate in the 

circumstances, the Chief Executive Officer will suspend the member of staff 

on full pay, or the volunteer or student for the duration of the investigation. 

This is not an indication of admission that the alleged incident has taken 

place, but is to protect the staff as well as children and families throughout 

the process 

 

28. Dealing with Disagreement and Escalation of Concerns 

 

The Designated Safeguarding Lead will: 

 Contact the line manager in children’s social care if they consider that 

the child is not being adequately safeguarded by the child protection 

plan and follow this up in writing  

 Use the escalation policy as follows if this does not resolve the concern 
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29. Professional Conflict Resolution 

 

Dissent at Referral and Enquiry Stage 

Professionals providing services to children and their families should work co-

operatively across all agencies, using their skills and experience to make a 

robust contribution to safeguarding children and promoting their welfare 

within the framework of discussions, meetings, conferences and case 

management. 

All agencies are responsible for ensuring that their staff members are 

competent and supported to escalate appropriately intra-agency and inter-

agency concerns and disagreements about a child’s wellbeing. 

Concerns or disagreements may arise over another professional’s decisions, 

actions or lack of actions in relation to a referral, an assessment or an enquiry. 

Professionals should attempt to resolve differences through discussion and / 

or meeting within a working week or a timescale that protects the child from 

harm (whichever is less).If the professionals are unable to resolve differences 

within the timescale their disagreement must be addressed by more 

experienced / more senior staff. 

Most day-to-day inter-agency differences of opinion will require a Local 

Authority Children’s Social Care team manager to liaise with their (first line 

manager) equivalent in the relevant agencies, e.g. a police detective 

sergeant, a named or designated health professional or a Designated 

Teacher.  These first line managers should seek advice from their agency’s 

nominated / designated child protection adviser. 

If agreement cannot be reached following discussions between the above 

line managers within a further working week or a timescale that protects the 

children from harm (whichever is less), the issue must be referred without 

delay through the line management to the equivalent service manager, 

detective inspector, Owner/ manager or other designated senior 

professional. 

Alternatively, (e.g. in health services), input may be sought directly from the 

designated doctor or nurse in preference to the use of line management. 

The professionals involved in this conflict resolution process must record each 

intra- and inter-agency discussion they have, approve and date the record 



 

Safeguarding       Safeguarding Children and Child Protection     Charity No 1102134 

 

 

and place a copy on the child’s file together with any other written 

communications and information. 

 

Dissent Regarding the Implementation of A Protection Plan  

Concern or disagreement may arise over another professional’s decisions, 

actions or lack of actions in the implementation of the child protection plan, 

including the timing, quoracy or decision-making of core group meetings, 

progress of the plan or professional practice. 

Professionals should attempt to resolve differences in line with the actions 

outlined above. 

 

Where Professional Differences Remain 

If professional differences remain unresolved, the matter must be referred to 

the heads of service for each agency involved. The Lloyd Park Children’s 

Charity ’s staff students and volunteers can refer to member of Designated 

safeguarding team 

In the unlikely event that the issue is not resolved by the steps described 

above and / or the discussions raise significant policy issues, the matter should 

be referred urgently to the LSCB for resolution. See also section 18.2.14. 

Monitoring and evaluation function -London Child Protection Procedures. 

Professionals in all agencies have a responsibility to act without delay to 

safeguard the child (e.g. by calling for a case to be allocated or for a 

strategy meeting / discussion, for a core group meeting or for a child 

protection conference or review conference). 

 

Disciplinary action 

Where a members of staff, volunteers, learners and Management Committee 

has been dismissed due to engaging in activities that caused concern for the 

safeguarding of children or vulnerable adults, we will notify the Independent 

Safeguarding Authority (ISA) of relevant information so that individuals who 

pose a threat to children (and vulnerable groups), can be identified and 

barred from working with these groups. 
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30. Training 

 

The organisation seeks out training opportunities for all adults involved in the 

settings to ensure that they are able to recognise the signs and signals of 

possible physical abuse, emotional abuse, sexual abuse neglect, domestic 

violence, exploitation, forced marriage, female genital mutilation, trafficking, 

fabricated or induced illness, being drawn into terrorism and extremist 

ideologies, and that they are aware of the centres safeguarding procedures 

and the local authority guidelines for making referrals. Staff members with 

designated responsibility for child protection undertake appropriate training 

as required. 

We ensure that all members of staff, volunteers, learners and Management 

Committee know the procedures for reporting and recording their concerns 

in the settings.  The Lloyd Park Children’s Charity team training day annually is 

dedicated to updating Safeguarding Training which is compulsory for all staff 

members to attend. 

Training provided at The Lloyd Park Children’s Charity does not give a 

platform for extremist views to be expressed, views that risk drawing people 

into terrorism or are shared by terrorist groups are not prohibited. External 

speakers at training events are risk assessed to ensure material delivered is of 

suitable content.  

 

31. Safety Online 

 

The Lloyd Park Children’s Charity supports children, parents, volunteers, 

learners, members of staff and Management Committee members to stay 

safe online, both in the centre and outside.   Staff at the centre are aware of 

the risks posed by the online activity of extremist and terrorist groups. All 

computers accessed by staff, children and learners have a filtering system as 

a means of restricting access to harmful content.  

 

32. Planning 
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The layout of the areas allows for constant supervision. No child must be left 

alone with members of staff, volunteers, learners and Management 

Committee in a one-to-one situation without being visible to others. 

 

33. Curriculum 

 

We introduce key elements of keeping children safe into our programme to 

promote the personal, social and emotional development of all children, so 

that they may grow to be strong, resilient and listened to and that they 

develop an understanding of why and how to keep safe. 

We create within the work of the organisation a culture of value and respect 

for the individual, having positive regard for children's heritage arising from 

their colour, ethnicity, languages spoken at home, cultural and social 

background.  We ensure that this is carried out in a way that is 

developmentally appropriate for the children. 

We ensure that British values are imbedded in practice throughout the 

delivery of the Foundation Stage.  

 

34. Confidentiality 

 

All suspicions and investigations are kept confidential and shared only with 

those who need to know.  Any information is shared under the guidance of 

the Local Safeguarding Children Board.  

 

35. Support to families 

 

 We believe in building trusting and supportive relationships with families, 

Members of staff, volunteers, learners and Management Committee in 

the group. 

 We make clear to parents our role and responsibilities in relation to 

child protection, such as for the reporting of concerns, providing 

information, monitoring of the child, and liaising at all times with the 

local children’s social care team. 
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 We will continue to welcome the child and the family whilst 

investigations are being made in relation to any alleged abuse. 

 We follow the Child Protection Plan as set by the child’s social care 

worker in relation to the setting's designated role and tasks in 

supporting the child/ren and their family, subsequent to any 

investigation. 

 Confidential records kept on a child are shared with the child's parents 

or those who have parental responsibility for the child in accordance 

with the Confidentiality and Client Access to Records procedure and 

only if appropriate under the guidance of the Local Safeguarding 

Children Board. 

36. Legislative Framework 

 

Primary legislation 

 Children Act (1989 s47) 

 Protection of Children Act (1999) 

 Data Protection Act (2003)    

 The Children Act (Every Child Matters) (2004) 

 Safeguarding Vulnerable Groups Act (2006)  

 UN Convention Rights of child 1989 

 Working together to Safeguard Children (2015) 

Secondary legislation 

 Sexual Offences Act (2003)   

 Criminal Justice and Court Services Act (2000) 

 Equalities Act (2010) 

 Data Protection Act (1998)  

 Non Statutory Guidance 

 Prevent Duty (2015) 

Further Guidance 

 Working Together to Safeguard Children (HMG 2015). What to do if 

you’re Worried a Child is Being Abused (HMG 2006) 

 Framework for the Assessment of Children in Need and their Families 

(DoH 2000) -The Common Assessment Framework for Children and 

Young People: A Guide for Practitioners (CWDC 2010) 
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 Statutory guidance on making arrangements to safeguard and 

promote the welfare of children under section 11 of the Children Act 

2004 (HMG 2007) 

 Information Sharing: Guidance for Practitioners’ and managers Guide 

(HMG 2008) 

 Independent Safeguarding Authority: www.isa-gov.org.uk 

 

37. Appendix 1 Indicators of Vulnerability to Radicalisation 

 

1. Radicalisation refers to the process by which a person comes to 

support terrorism and forms of extremism leading to terrorism. 

2. Extremism is defined by the Government in the Prevent Strategy as:  

Vocal or active opposition to fundamental British values, including 

democracy, the 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 overseas.   

3. Extremism is defined by the Crown Prosecution Service as: 

The demonstration of unacceptable behaviour by using any means or 

medium to express views which: 

Encourage, justify or glorify terrorist violence in furtherance of particular 

beliefs; 

Seek to provoke others to terrorist acts; 

Encourage other serious criminal activity or seek to provoke others to serious 

criminal acts; or 

Foster hatred which might lead to inter-community violence in the UK. 

4. There is no such thing as a “typical extremist”: those who become 

involved in extremist actions come from a range of backgrounds and 

experiences, and most individuals, even those who hold radical views, do not 

become involved in violent extremist activity. 

5. Pupils may become susceptible to radicalisation through a range of 

social, personal and environmental factors - it is known that violent extremists 

http://www.isa-gov.org.uk/
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exploit vulnerabilities in individuals to drive a wedge between them and their 

families and communities.  It is vital that school staff are able to recognise 

those vulnerabilities.   

6. Indicators of vulnerability include: 

 

Identity Crisis – the student / pupil is distanced from their cultural / religious 

heritage and experiences discomfort about their place in society; 

Personal Crisis – the student / pupil may be experiencing family tensions; a 

sense of isolation; and low self-esteem; they may have dissociated from their 

existing friendship group and become involved with a new and different 

group of friends; they may be searching for answers to questions about 

identity, faith and belonging; 

Personal Circumstances – migration; local community tensions; and events 

affecting the student / pupil’s country or region of origin may contribute to a 

sense of grievance that is triggered by personal experience of racism or 

discrimination or aspects of Government policy; 

Unmet Aspirations – the student / pupil may have perceptions of injustice; a 

feeling of failure; rejection of civic life;  

Experiences of Criminality – which may include involvement with criminal 

groups, imprisonment, and poor resettlement / reintegration; 

Special Educational Need – students / pupils may experience difficulties with 

social interaction, empathy with others, understanding the consequences of 

their actions and awareness of the motivations of others. 

7. However, this list is not exhaustive, nor does it mean that all young 

people experiencing the above are at risk of radicalisation for the purposes 

of violent extremism. 

8. More critical risk factors could include: 

 Being in contact with extremist recruiters; 

 Accessing violent extremist websites, especially those with a social 

networking element; 

 Possessing or accessing violent extremist literature; 

 Using extremist narratives and a global ideology to explain personal 

disadvantage; 
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 Justifying the use of violence to solve societal issues; 

 Joining or seeking to join extremist organisations; and 

 Significant changes to appearance and / or behaviour; 

 Experiencing a high level of social isolation resulting in issues of identity 

crisis and / or personal crisis. 
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Supervision of Children on Outings and Visits Policy 
Safeguarding Children 

Policy statement 

Children benefit from being taken out of the settings to go on visits or trips to 

local parks or other suitable venues for activities which enhance their learning 

experiences. Staff members at our Charity ensure that there are procedures 

to keep children safe on outings; all members of staff, volunteers, learners 

and Trustees are aware of and follow the procedures below. 

38. Procedures 

 Parents sign a general consent on registration for their children to be 

taken out as a part of the daily activities of the setting. 

 This general consent details the venues used for daily activities. 

 There is a risk assessment for each venue carried out, which is reviewed 

regularly. 

 Parents are always asked to sign specific consent forms before non-

local outings and include parental permission for any emergency 

medical advice or treatment should it be required. 

 All outings should be planned as part of the Early Years framework. 

 Member of Senior Leadership Team to authorise all outings. 

 All venue risk assessments are available for parents to see. 

 A senior member of staff to take responsibility on the outing and to 

make any ultimate decisions as necessary. 

 At least one member of staff in outing ratio must have current 

paediatric first aid training. 

 Named children are assigned to individual staff to ensure each child is 

individually supervised, to ensure no child goes astray, and that there is 

no unauthorised access to children. 

 Headcounts to be taken at agreed points as highlighted on the risk 

assessment. 

 Outings are recorded in an outings record sheets kept in the setting. 

 Staff members take a designated mobile phone on outings, and 

supplies of tissues, wipes, pants etc. as well as a mini first aid pack, 

snacks and water. The amount of equipment will vary and be 

consistent with the venue and the number of children as well as how 

long they will be out for. 

 Mobile phones should only be used for the purpose of an emergency  
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 Photos of children on outings must only be taken with the use of the 

setting camera.  

 Staff members take a list of children with them with contact numbers of 

parents/carers. 

 Records are kept of the vehicles used to transport children, if 

applicable, with named drivers and appropriate insurance cover. 

 A minimum of three staff should accompany children on outings and 

staff ratios must be maintained for the children remaining at the setting. 

 The child’s welfare is paramount  

 Outings should be evaluated. 

 Parents/carers attending any groups, sessions or drop-ins within the 

organisation are responsible for their own children at all times. 
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Uncollected Child Policy 
Safeguarding Children 

Policy statement 

In the event that a child is not collected by an authorised adult at the end of 

a session/day, the setting puts into practice agreed procedures.  These 

ensure the child is cared for safely by experienced and qualified practitioners 

who are known to the child.  We will ensure that the child receives a high 

standard of care in order to cause as little distress as possible. 

1. Procedures 

Parents of children starting at the setting are asked to provide the following 

specific information which is recorded on our Registration Form: 

 Names, addresses, telephone numbers of adults who are authorised by 

the parents to collect their child from the setting, for example a 

childminder or grandparent  

 Any person who has parental responsibility for the child 

 Information about any person who does not have legal access to the 

child. 

On occasions when parents are aware that they will not be at home or in 

their usual place of work, they inform us of how they can be contacted. 

On occasions when parents or the persons normally authorised to collect the 

child are not able to collect the child, they provide us with written details of 

the name, address and telephone number of the person who will be 

collecting their child.  We agree with parents how to verify the identity of the 

person who is to collect their child. 

Parents are informed that if they are not able to collect the child as planned, 

they must inform us so that we can begin to take back-up measures.  We 

provide parents with our contact telephone number. 

We inform parents that we apply our child protection procedures as set out in 

our child protection policy in the event that their children are not collected 

from setting by an authorised adult within one hour after the setting has 

closed and the staff can no longer supervise the child on our premises. 
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If a child is not collected at the end of the session/day, we follow the 

following procedures: 

 The child’s file is checked for any information about changes to the 

normal collection routines. 

 If no information is available, parents/carers are contacted. 

 If this is unsuccessful, the adults who are authorised by the parents 

to collect their child from the setting – and whose telephone 

numbers are recorded on the Registration Form – are contacted. 

 All reasonable attempts are made to contact the parents or 

nominated carers. 

 The child does not leave the premises with anyone other than those 

named on the Registration Form or in their file. 

 If no one collects the child after one hour and there in no-one who 

can be contacted to collect the child, we apply the procedures for 

uncollected children 

 We contact our local authority children’s Social Care Team. 

 Out of hours duty officer 0208 496 3000 

 The child stays at setting in the care of two fully-vetted workers until 

the child is safely collected either by the parents or by a social care 

worker. 

 Social Care will aim to find the parent or relative if they are unable 

to do so, the child will become looked after by the local authority. 

 Under no circumstances do staff go to look for the parent, nor do 

they take the child home with them. 

 A full written report of the incident is recorded on the child’s 

Chronological report. 

 Depending on circumstances, we reserve the right to charge 

parents for the additional hours worked by our staff. 

 Ofsted may be informed: 03001231231 

 Parents/carers attending any groups, sessions or drop-ins within the 

organisation are responsible for their own children at all times.  
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Achieving Positive Behaviour Policy 
Equality of opportunity 

Children at The Lloyd Park Children’s Charity enjoyed talking about 

behaviour and sharing their views.  Children in the nursery said ‘We 

should be nice to our friends, not say unkind things as it may upset 

them and we should listen to one another’.  School age children spoke 

about ‘playing nicely and being nice’, ‘keeping it tidy’ and ‘listening 

and sharing’.  They described unacceptable behaviour as ‘pushing, 

kicking, punching and fighting’, ‘hurting people’, and ‘using your 

phone’.   

Policy statement 

The Lloyd Park Children’s Charity believes that children flourish best when 

their personal, social and emotional needs are met and where there are 

clear and appropriate expectations for their behaviour. Children need to 

learn to consider the views and feelings, needs and rights, of others and the 

impact that their behaviour has on people, places and objects. This is a 

developmental task that requires support, encouragement, teaching and 

setting the correct example. The principles that underpin how we achieve 

positive and considerate behaviour exist within the programme for promoting 

personal, social and emotional development. 

 

2. Procedures 

 

The SENCO (Special Educational Needs Coordinator) has responsibility for our 

programme for supporting personal, social and emotional development, 

including issues concerning behaviour.  

We require the SENCO to:  

 keep her/himself up-to-date with legislation, research and thinking on 

promoting positive behaviour and on handling children's behaviour 

where it may require additional support; 

 access relevant sources of expertise on promoting positive behaviour 

within the programme for supporting personal, social and emotional 

development; and 

 check that all staff have relevant training on promoting positive 

behaviour. We keep a record of staff training. 



 

Safeguarding       Uncollected Child     Charity No 1102134 

 

 

 We recognise that codes for interacting with other people vary 

between cultures and require staff to be aware of - and respect - those 

used by members of the setting. 

 We require all members of staff, volunteers, learners and Management 

Committee to provide a positive model of behaviour by treating 

children, parents and one another with friendliness, care and courtesy. 

 We familiarise new members of staff, volunteers, learners and 

Management Committee with the setting's behaviour policy and its 

guidelines for behaviour. 

 We expect all members of our setting - children, parents, members of 

staff, volunteers, learners and Management Committee - to keep to 

the guidelines, requiring these to be applied consistently. 

 We work in partnership with children's parents.  Parents are regularly 

informed about their children's behaviour by their key worker. We work 

with parents to address recurring inconsiderate behaviour, using our 

observation records to help us to understand the cause and to decide 

jointly how to respond appropriately. 

 

3. Strategies with children who engage in inconsiderate 

behaviour 

 We require all staff, volunteers and learners to use positive strategies for 

handling any inconsiderate behaviour, by helping children find 

solutions in ways which are appropriate for the children's ages and 

stages of development. Such solutions might include, for example, 

acknowledgement of feelings, explanation as to what was not 

acceptable and supporting children to gain control of their feelings so 

that they can learn a more appropriate response. 

 When discussing children’s own and others behaviour, children at the 

nursery said ‘We should be nice to our friends, not say unkind things as 

it may upset them and we should listen to one another’. 

 We acknowledge considerate behaviour such as kindness and 

willingness to share. 

 We support each child in developing self-esteem, confidence and 

feelings of competence. 

 We support each child in developing a sense of belonging in our 

group, so that they feel valued and welcome. 

 We avoid creating situations in which children receive adult attention 

only in return for inconsiderate behaviour. 
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 When children behave in inconsiderate ways, we help them to 

understand the outcomes of their action and support them in learning 

how to cope more appropriately. 

 The Lloyd Park Children’s Charity does not believe in using a ‘naughty 

chair’ or a ‘time out’ strategy that excludes children from the group. 

 We never use physical punishment, such as smacking or shaking. 

Children are never threatened with these. 

 We do not use techniques intended to single out and humiliate 

individual children. 

 We use physical restraint, such as holding, only to prevent physical 

injury to children or adults and/or serious damage to property. 

 Details of such an event (what happened, what action was taken and 

by whom, and the names of witnesses) are brought to the attention of 

safeguarding Team and are recorded. The child’s parent/carer is 

informed on the same day. 

 In cases of serious misbehaviour, such as racial or other abuse, we 

make clear immediately the unacceptability of the behaviour and 

attitudes, by means of explanations rather than personal blame. 

 We do not shout or raise our voices in a threatening way to respond to 

children's inconsiderate behaviour. 

 

 

4. Rough and tumble play and fantasy aggression 

Young children often engage in play that has aggressive themes – such as 

superhero and weapon play; some children appear pre-occupied with these 

themes, but their behaviour is not necessarily a precursor to hurtful behaviour 

or bullying, although it may be inconsiderate at times and may need 

addressing using strategies as above. 

J opens his hand wide and says ‘I do that as Spiderman and then I catch all 

the spiders’ 

 

 We recognise that teasing and rough and tumble play are normal for 

young children and acceptable within limits. We regard these kinds of 

play as pro-social and not as problematic or aggressive. 
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 We will develop strategies to contain play that are agreed with the 

children, and understood by them, with acceptable behavioural 

boundaries to ensure children are not hurt.  

 We recognise that fantasy play also contains many violently dramatic 

strategies, blowing up, shooting etc., and that themes often refer to 

‘goodies and baddies’ and as such offer opportunities for us to explore 

concepts of right and wrong. 

 We are able to tune in to the content of the play, perhaps to suggest 

alternative strategies for heroes and heroines, making the most of 

‘teachable moments’ to encourage empathy and lateral thinking to 

explore alternative scenarios and strategies for conflict resolution. 

 

5. Hurtful behaviour 

 

We take hurtful behaviour very seriously. Most children under the age of five 

will at some stage hurt or say something hurtful to another child, especially if 

their emotions are high at the time, but it is not helpful to label this behaviour 

as ‘bullying’. For children under five, hurtful behaviour is momentary, 

spontaneous and often without cognisance of the feelings of the person 

whom they have hurt.  

 We recognise that young children behave in hurtful ways towards 

others because they have not yet developed the means to manage 

intense feelings that sometimes overwhelm them. 

 We will help them manage these feelings as they have neither the 

biological means nor the cognitive means to do this for themselves. 

 We understand that self-management of intense emotions, especially 

of anger, happens when the brain has developed neurological systems 

to manage the physiological processes that take place when triggers 

activate responses of anger or fear. 

 Therefore, we help this process by offering support, calming the child 

who is angry as well as the one who has been hurt by the behaviour. By 

helping the child to return to a normal state, we are helping the brain 

to develop the physiological response system that will help the child be 

able to manage his or her own feelings. 

 We do not engage in punitive responses to a young child’s rage as 

that will have the opposite effect. 
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 Our way of responding to pre-verbal children is to calm them through 

holding and cuddling. Verbal children will also respond to cuddling to 

calm them down, but we offer them an explanation and discuss the 

incident with them to their level of understanding. 

 We recognise that young children require help in understanding the 

range of feelings they experience. We help children recognise their 

feelings by naming them and helping children to express them, making 

a connection verbally between the event and the feeling. “Adam took 

your car, didn’t he, and you were enjoying playing with it. You didn’t 

like it when he took it, did you? Did it make you feel angry? Is that why 

you hit him?” Older children will be able to verbalise their feelings 

better, talking through themselves the feelings that motivated the 

behaviour. 

 We help young children learn to empathise with others, understanding 

that they have feelings too and that their actions impact on others’ 

feelings. “When you hit Adam, it hurt him and he didn’t like that and it 

made him cry.” 

 We help young children develop pro-social behaviour, such as 

resolving conflict over who has the toy. 

 We are aware that the same problem may happen over and over 

before skills such as sharing and turn-taking develop. In order, to 

promote children’s development will need repeated experiences with 

problem solving, supported by patient adults and clear boundaries. 

 We support social skills through modelling behaviour, through activities, 

drama and stories. We build self-esteem and confidence in children, 

recognising their emotional needs through close and committed 

relationships with them. 

 We help a child to understand the effect that their hurtful behaviour 

has had on another child; we do not force children to say sorry, but 

encourage this where it is clear that they are genuinely sorry and wish 

to show this to the person they have hurt. 

 When hurtful behaviour becomes problematic, we work with parents to 

identify the cause and find a solution together. The main reasons for 

very young children to engage in excessive hurtful behaviour are that: 

 they do not feel securely attached to someone who can interpret and 

meet their needs – this may be in the home and it may also be in the 

setting; 

 their parent, or carer in the setting, does not have skills in responding 

appropriately, and consequently negative patterns are developing 
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where hurtful behaviour is the only response the child has to express 

feelings of anger; 

 the child may have insufficient language, or mastery of English, to 

express him or herself and may feel frustrated; 

 the child is exposed to levels of aggressive behaviour at home and 

may be at risk emotionally, or may be experiencing child abuse; 

 the child has a developmental condition that affects how they 

behave. 

 Where this does not work, we use the Code of Practice to support the 

child and family, making the appropriate referrals to a Behaviour 

Support Team where necessary. 

6. Bullying 

We take bullying very seriously. Bullying involves the persistent physical or 

verbal abuse of another child or children. It is characterised by intent to hurt, 

often planned, and accompanied by an awareness of the impact of the 

bullying behaviour.  

 

If a child bullies another child or children: 

 we show the children who have been bullied that we are able to listen to 

their concerns and act upon them; 

 we intervene to stop the child who is bullying from harming the other child 

or children;  

 we explain to the child doing the bullying why her/his behaviour is not 

acceptable; 

 we give reassurance to the child or children who have been bullied; 

 we help the child who has done the bullying to recognise the impact of 

their actions; 

 we make sure that children who bully receive positive feedback for 

considerate behaviour and are given opportunities to practise and reflect 

on considerate behaviour; 

 we do not label children who bully as ‘bullies’; 

 we recognise that children who bully may be experiencing bullying 

themselves, or be subject to abuse or other circumstance causing them to 

express their anger in negative ways towards others; 

 we recognise that children who bully are often unable to empathise with 

others and for this reason we do not insist that they say sorry unless it is 
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clear that they feel genuine remorse for what they have done. Empty 

apologies are just as hurtful to the bullied child as the original behaviour; 

 we discuss what has happened with the parents of the child who did the 

bullying and work out with them a plan for handling the child's behaviour; 

and 

 we share what has happened with the parents of the child who has been 

bullied, explaining that the child who did the bullying is being helped to 

adopt more acceptable ways of behaving.  
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Supporting Children with Special Educational Needs and 

Disability Policy 
Equality of opportunity 

 

Policy statement 

The Lloyd Park Children’s Charity provides an environment in which all 

children, including those with Special Educational Needs and Disability 

(SEND), are supported to reach their full potential. 

This policy is in line with the Code of Practice 2015 and Equality Act 2010. 

“A child or young person has SEN if they have a learning difficulty or disability 

which calls for special educational provision to be made for him or her.” As 

defined by the Code of Practice 2015. 

7. Procedures 

 We designate a member of staff as Special Educational Needs Co-

ordinator (SENCO)   Our SENCO is      Allison Walker 

 We ensure that the provision for children with special educational 

needs is the responsibility of all staff and Management Committee.   

 We ensure that our admissions practice ensures equality of access and 

opportunity. 

 We provide parents with information on sources of independent 

advice and support. 

 We provide training for parents, practitioners and volunteers. 

 We raise awareness of any specialism the setting has to offer, e.g. 

Makaton trained staff. 

 We provide a complaints procedure. 

 We monitor and review our policy annually. 

8. Improving Outcomes: High Aspirations and Expectations for 

Children with SEND. 

All children are entitled to an education that enables them to achieve the 

best possible educational and other outcomes and become confident 

young children with a growing ability to communicate their own views and 

ready to make the transition into compulsory education. 



 
Equality of Opportunity    Supporting Children with Special Educational Needs & Disabilities      Charity 

No 1102134 

 

 

As an early years setting we have regard to the SEND code of practice 0 to 

25 years (July 2014).  We follow the EYFS Safe Guarding and Welfare 

requirements.  We have arrangements in place to support children with SEND, 

recognising the benefits of early identification. 

 

In line with the Equality Act 2010, we ensure we do not discriminate against, 

harass or victimise disabled children and we make reasonable adjustments, 

to support children, to prevent them being put at substantial disadvantage.  

We conduct a two-year progress check when children are aged between 

two and three years, working in partnership with parents to produce a short 

written summary focusing on communication and language, physical 

development and personal, social and emotional development.  This 

progress check will identify the child’s strengths and any areas where the 

child’s progress is slower than expected.  Where there are significant 

concerns/ emerging concerns, we will develop a targeted plan to support 

the child.  In the written summary we will highlight areas where good progress 

is being made.  

We work using the EYFS framework and monitor the seven areas of learning.  

We provide differentiated support to enable children to achieve their best. 

We monitor and review the progress and development of all children 

throughout the early years; where there is concern around developmental 

goals we consider all the information from within the setting and beyond, 

working in partnership with parents and outside agencies.   

The support provided for children will be based on the understanding of their 

particular strengths and needs and will seek to address them; using targeted 

interventions this is always done in partnership with parents, taking into 

account of the children’s likes, dislikes and interests.  Reviewing on a regular 

basis, this will be part of the graduated approach of the SEND support.  Our 

approach to supporting all children is assess, plan, do and review. 

 Assess – ongoing regular assessments to inform of children’s progress 

 Plan - for positive achievable child centred outcomes.  

 Do – implement the support, interventions or targets to support the 

child’s learning. 

 Review – the child’s progress and support. 
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If children ae still not making progress we may suggest a referral to the 

Specialist Children’s Services, which may include the Speech and Language 

Therapist, Social and Communication Clinic, Physiotherapist etc.  This is done 

in partnership with parents.  

If we as a setting cannot support the child, we will request the support and 

guidance of the local AREA SENCO to enable us to access the allocated 

Educational Psychologist to request them to observe the child and provide us 

with specific strategies to support child.  This may result in the setting being 

allocated additional funding to allow us to spend some one to one time 

working with the child on the targets; this is always done with consent and in 

partnership with the parents.  

The majority of children with SEN or disabilities will have their needs met within 

our setting. However, some children may require an Educational Health and 

Care assessment in order for the local authority to decide whether it is 

necessary for it to make provision in accordance with a EHC plan.  Parents or 

the setting can request an assessment.  

The purpose of the EHC plan is to make special educational provision to meet 

the special education needs of the child, to secure the best possible 

outcomes for them across education, health and social care for their future.  

Our SEND support includes planning, preparing ad working in partnership with 

parents for any transitions sharing relevant information to ensure a smooth 

transition.  
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Valuing Diversity and Promoting Equality Policy 
Equality of opportunity 

 

Policy statement 

We aim to ensure that our service is inclusive to meet the needs of children, 

families, learners staff, volunteers, partner agencies and other service 

beneficiaries in our community. We recognise that all individuals come from 

diverse backgrounds  

Some children come from families who experience social exclusion or severe 

hardship; some have to face discrimination and prejudice because of their 

ethnicity, the languages they speak, their religious or belief background, their 

gender or their impairment. 

We understand that these factors affect the well-being of children and can 

impact on their learning and attainment. 

The Lloyd Park Children’s Charity is committed to promoting equality of 

opportunity and valuing diversity for all children and families. We aim to:  

 provide a secure and accessible environment in which all individuals can 

flourish and in which all contributions are considered and valued; 

 include and value the contribution of all children, families, members of 

staff, volunteers, learners and Management Committee to our 

understanding of equality and diversity; 

 provide positive non-stereotyping information about gender roles and 

diverse family structures, diverse ethnic and cultural groups and disabled 

people; 

 improve our knowledge and understanding of issues of anti-discriminatory 

practice, promoting equality and valuing diversity;  

 Challenge and eliminate discriminatory actions. 

 make inclusion a thread that runs through all of the activities of the setting 

and foster good relations between all communities 
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Accident, Medicine, Sickness Policy and Code of Practice for 

Health and Hygiene 

 

9. Accident 

 

All accidents and injuries that happen to children on the premises or if on an 

organised trip are recorded on a separate page in the Accident and 

Incident folders that are kept in each area. Accidents or incidents that adults 

might have whilst on the premises are recorded and kept in a separate 

folder. Accidents are dealt with by a trained First Aider. Parent/carers are 

informed of minor injuries when they collect their child and will be asked to 

sign the accident form detailing the circumstances and actions taken. Injuries 

to the head are reported to a manager who will contact parent/carer as 

necessary. We advise that all injuries to the head should be medically 

checked the same day.  

In the event of a serious accident or injury, emergency services would be 

called and a child would be taken to Whipps Cross Hospital Accident and 

Emergency. Children would be taken to hospital in an ambulance.  In the 

event of a serious accident or injury requiring the emergency services to be 

called to the site, the Centre manager will ensure that Ofsted is informed in 

writing. 

10. Medicine all same instructions 

 

All prescribed medicines that are to be given to any child must be 

accompanied by written instructions, clearly labelled and in its original 

packaging, with written authorisation by the parent/carer and must be 

recorded in the Medicine books.  Staff will not, under any circumstances, 

administer medicine without written consent of the parent, without the 

presence of a witness.  Prescribed medication will only be administered orally 

by staff and the centre does not administer eye drops, If, in the event that your 

child refuses to take the medication and becomes upset the parent will be 

called and informed that we have not administered the medication as 

requested and be noted in the medication book. Named team members 

have been trained to administer prescribed Epi-pens in the event of an 

emergency, parent/carers will be contacted and further medical aid sought. 
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We do recognise that younger children may require non prescribed 

medication in the event that a temperature occurs and your signed consent 

can be given for CALPOL or equivalent to be administered during this time to 

lower temperature. You will be contacted when this happens to inform you of 

our action and you will be asked to collect your child should the temperature 

remain high. However, if your child is in need of CALPOL on a daily basis this 

would indicate that your child is unwell and should not be attending the 

Nursery.  CALPOL or the equivalent will only be administered to children under 

two years. If children over the age of two develops a temperature we monitor 

them, if their temperature continues to rise we will try to reduce their 

temperature by offering them water, we will call you to inform you and will ask 

you to collect.  

o If a Doctor has prescribed antibiotics to a child, we presume the child 

has an infection and therefore should not attend our sites for the first 

three days of taking the medication. 

 

All medicines are to be kept as directed in a safe place away from children’s 

reach. 

11. Sickness 

 

Children should not attend the Nursery when they are unwell. The Charity 

does not have the facilities or staffing to properly care for a child who is 

unwell. It is not only unfair to that child but also to the other children and 

adults in the Charity. If a child becomes unwell during the day or appears to 

have any of the infectious diseases, the parent/carer will be contacted and 

they are expected to come and collect their child immediately. 

 

o If a child or team member has sickness or diarrhoea during the day or 

night, they should not attend the Charity for at least 48 hours after the 

last incident. 

o  (This is in line with Health Protection Agency guidelines on Infection 

Control in Schools and Childcare settings) 

 

A notice will always be displayed if there has been exposure of an infectious 

disease in the Centre. 
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12.  Nuts and food served- (also see food and drink policy) 

 

 A daily food record is kept of the food consumed by each child at 

the Nursery. Feedback is given to parents at the end of each day. 

 No nuts or nut products will knowingly be used in cooking or 

allowed in areas used by children or staff on the premises.   

 

13. Code of Practice for Hygiene and Infection 

 

The aim of this Code is to eliminate opportunities for disease to develop or 

spread within the Charity and to ensure, as far as possible, a safe 

environment for all users.  

Appropriate cleaning materials must be used in accordance to 

manufacturer’s instructions. 

 Wash up thoroughly in hot water and detergent. Use gloves 

routinely. Cover all cuts as appropriate. 

 Use clean drying up cloths that must be changed each day. 

 Use colour coded cloths, mops and buckets for areas as 

designated. Mop heads to be changed and washed each day.  

 Wash hands before and after handling food.  

 Wash hands after using the toilet. 

 Kitchen staff to change into appropriate light coloured clothing 

before starting work. 

 Only designated staff wearing appropriate work clothing to enter 

main kitchen area.  

 Ensure food is cooked accordingly and temperature probed to 

ensure thorough cooking. 

 Dispose of any leftover food. 

 Disposable gloves and apron must be worn and disposed of after 

each change of soiled clothing or nappies. Disposable nappies 

should be bagged and placed in the bins provided. Used terry 

towelling nappies to be kept in lidded bucket and labelled with 

child’s name. Parent to take home at end of session. 

 Sanitary items should be sealed in the bags provided and placed 

in the appropriate bin. 

 Disposable gloves and aprons must be worn to clean up any spills 

of blood, vomit or excrement, which should then be disposed of 

appropriately. Floors and affected surfaces should be disinfected 

using bleach diluted according to the manufacturer’s instructions. 

 Designated exclusion periods to apply following cases of sickness 
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and diarrhoea.  

 Wash fabrics contaminated with body fluids using the hot cycle in 

a washing machine. 

 Children to have individual sleep mats/cots and bedding. Sleep 

mats to be washed with anti-bacterial cleaner at each change of 

bedding, Bed covers to be changed and washed as appropriate. 

 Separate flannels to be used for each child and then washed in 

washing machine as directed  

 Tissue to be available to encourage children to blow and wipe 

their noses. Ensure soiled tissues are disposed of hygienically. 

 Encourage children to cover their mouth when coughing. 

 Ensure First Aid boxes are fully stocked.  

 Apply dressing to cuts following Accident Medicine and Sickness 

policy  

 Ensure all accidents/incidents are recorded in the appropriate 

book and parent informed. 

 Equipment to be washed and cleaned as per rota. 

 Jewellery from body piercing must not be shared  

 

 
Policy Name Accident, Medicine, Sickness Policy and Code of Practice 

for Health and Hygiene 

Version Number V1 

This policy was 

developed by 

Governance and Accountability Sub Group 

These people were 

consulted/ involved 

in developing the 

policy 

Training Agency Team 

Information from Awarding Bodies 

This Policy was 

adopted by 

Trustee board 

Reviewed by Seniors keyworkers  

 

Date December 2017  

Signed  

 

Name James Wragg 



 

The Lloyd Park Children’s Charity         Admissions                   Charity No 1102134 

 

 

Role Chair  

Next Review Date December 2018  

 



 

The Lloyd Park Children’s Charity         Admissions                   Charity No 1102134 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The Lloyd Park Children’s Charity         Admissions                   Charity No 1102134 

 

 

Admissions Policy 

 

The Lloyd Park Children’s Charity aims to provide a range of services to meet 

the needs of the local community.  The centre maintains a waiting list for 

services based on a first come first served basis.  However, in specific 

circumstances we may prioritise families who are in need of support or 

emergency care.   

We encourage families to visit the Charity by arranging a tour of the setting 

before registering with the centre and joining the waiting list.  We recognise 

that all settings are very different and provide different environments for 

children.   A non-refundable registration fee is charged when joining the 

waiting list.    

 We advertise our services widely in the community 

 We reflect the diversity of our society in our publicity and promotional 

materials. 

 We aim to provide information in clear, concise language, whether in 

spoken or written form. 

 We ensure that all parents are made aware of our equal opportunities 

policy. 

 We do not discriminate against a child or their family, or prevent entry 

to our setting, on the basis of a protected characteristic as defined by 

the Equalities Act 2010.  

 We do not discriminate against a child with a disability or refuse a child 

entry to our setting for reason relating to disability. 

 We develop an action plan to ensure that people with impairments 

can participate successfully in the services offered by the setting and in 

the curriculum offered. 

 

14. Employment 

 We work towards offering equality of opportunity by using non-

discriminatory procedures for staff recruitment and selection. 

 All staff members have job descriptions which set out their staff roles 

and responsibilities. 

 We welcome applications from all sections of the community.  

Applicants will be considered on the basis of their suitability for the post 
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 We use Ofsted guidance on obtaining references and enhanced 

criminal record checks through the DBS for staff and volunteers who will 

have unsupervised access to children. This is in accordance with 

requirements under the Safeguarding Vulnerable Groups Act 2006 for 

the vetting and barring scheme. 

 We keep all records relating to employment of staff and volunteers, in 

particular those demonstrating that checks have been done, including 

the date and number of the enhanced DBS check. 

 

15. Monitoring our arrangements  

 

We seek feedback from learners, and other stakeholders using a variety of 

methods. Any relevant issues identified which suggest our provision or services 

may have unnecessarily impacted on learners will be reported back to our 

Chief Executive who will be responsible for ensuring a review takes place. The 

outcome of this will be discussed by the Management Committee. If 

necessary following this review, we will make amendments to provision 

and/or services in accordance with our documented procedures. 

 

16. Curriculum 

 

The early year’s curriculum offered in the settings encourages children to 

develop positive attitudes about themselves as well as to people who are 

different from themselves. It encourages children to empathise with others 

and to begin to develop the skills of critical thinking. 

We aim to make our environment accessible for all visitors and service users. If 

access to the settings is found to treat disabled children or adults less 

favourably then we make reasonable adjustments to accommodate the 

needs of disabled children and adults.  We do this by:  

 making children feel valued and good about themselves; 

 ensuring that children have equality of access to learning; 

 undertaking an access audit to establish if the setting is accessible to 

all children; 
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 making adjustments to the environment and resources to 

accommodate a wide range of learning, physical and sensory 

impairments; 

 making appropriate provision within the curriculum to ensure each 

child receives the widest possible opportunity to develop their skills and 

abilities, e.g. recognising the different learning styles of girls and boys; 

 positively reflecting the widest possible range of communities in the 

choice of resources; 

 avoiding stereotypes or derogatory images in the selection of books or 

other visual materials; 

 celebrating a wide range of festivals; 

 creating an environment of mutual respect and tolerance; 

 differentiating the curriculum to meet children’s individual abilities; 

 helping children to understand that discriminatory behaviour and 

remarks are hurtful and unacceptable; 

 ensuring that the curriculum offered is inclusive of children with special 

educational needs and children with disabilities;  

 ensuring that children learning English as an additional language have 

full access to the curriculum and are supported in their learning; and 

 ensuring that children speaking languages other than English are 

supported in the maintenance and development of their home 

languages. 

17. Valuing diversity in families 

 

 We welcome the diversity of family lifestyles and work with all families. 

 We encourage children to contribute stories of their everyday life. 

 We encourage parents/carers to take part in the life of the settings and 

to contribute fully. 

 For families who speak languages in addition to English, we will aim to 

develop means to ensure their full inclusion. 

 We aim to offer a flexible payment system for families of differing 

means and offer information regarding sources of financial support. 

 

 

18. Food 
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 We work in partnership with parents to ensure that Dietary requirements 

of children that arise from their medical, religious or cultural needs are 

met. 

 We help children to learn about a range of food, and of cultural 

approaches to mealtimes and eating, and to respect the differences 

among them. 

19. Meetings 

 

 Meetings are arranged to ensure that all families who wish to may be 

involved in the running of the organisation. 

 We positively encourage fathers to be involved in the settings 

especially those fathers who do not live with the child. 

 Information about meetings is communicated in a variety of ways - 

written, verbal and in translation - to ensure that all mothers and fathers 

have information about and access to the meetings. 

 

20. Monitoring and reviewing 

 

 The Governance and Accountability Sub group reporting to the Trustee 

Board ensure our policies and procedures remain effective we will 

monitor and review them regularly to ensure our strategies meets the 

overall aims to promote equality, inclusion and valuing diversity 

 We provide a complaints procedure and a complaints summary 

record for parents to see. 

 

21. Legal framework 

 

The Equality Act 2010, Children Act 1989, 2004 Special Education Needs and 

Disability Regulations 2014  
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Arrival and Departure of Parents, Employees, Volunteers, 

Learners and Trustee Board 
 

Children think it is very important that they are kept safe while at nursery.  

When discussing arrival and departure some children said… 

“The button is up there, only mummies and daddies are allowed to press it. 

And nannies but not children, cause we are down here” 

“Adults are can open the door, because they need to get on their bike, 

sometimes, go to work”. 

 

The following procedures are to be adhered to for the health and safety of all 

people using the Charity: 

 

Employees, Volunteers, Learners and Trustee Board 
 

 On arrival all employees, volunteers, learners and Trustee Board 

must sign in stating the time of arrival. 

 On departure all members of staff, volunteers, learners and students 

on placement must sign out stating time of departure. 

 Registers must be taken ensuring that all children & staff are marked 

in on arrival and out on departure. 

 Parents/Carers who dropping or collecting children are recorded 

on the register 

 All visitors entering the building including parents having a tour of 

the nursery, volunteers, Trustee Board, partners and other 

professionals, must sign in and out the Visitors Book and a badge 

issued. 

 All employees must remain vigilant when visitors are entering the 

Centre and challenge their purpose; and challenge if they do not 

have a badge. 

 

22. Parents/Carers 

 Children must not enter or leave the premises unaccompanied. 

 Parent/carer must ensure that a member of staff is aware that your 

child/ren has/have arrived and been entered onto the register and 

also signed out when being collected. 
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 Parent/carer must not leave their child/ren before their contract 

start time without previous arrangements being made with a senior 

member of staff. 

 The Charity must be informed of any other person collecting your 

child/ren, who has not been listed as an authorised person. Failure 

to do this could result in the person being refused the authority to 

take the child/ren. 

 Late collection of child/ren may be subjected to a fine. 

 

Should a child/ren be left on the premises at the end of a session without any 

contact being made from the Parent/carer the “Uncollected Child Policy” 

(Safeguarding policy pack 2 of 3) will be followed.  
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Fees Policy 
 

This fees policy is designed to enable all users to understand the Fee Structure 

of the organisation and to help protect the charity against loss of income to 

ensure sustainability. The payment of fees is very important to maintain the 

high quality of childcare provided. A procedure is in place that supports the 

organisation to collect fees and enables parents to manage their childcare 

costs effectively. 

  

23.  Registration 

  

A Registration fee (currently £15 per child) to add your child’s name to the 

waiting lists for care provisions is payable by all members in line with the 

current fees matrix as approved by the Centre’s trustees annually. The 

Registration fee goes toward administrative and record keeping costs and is 

therefore non-refundable. 

The registration fee does not apply to those only accessing the Free Early 

Education Entitlement (FEEE) provision ie 2 years and 3 years old (sessional 

provision).  

24. Deposit 

 

Parent/carers are required to sign their fees contract before their child’s start 

date- as agreement to adhere to the payment of fees including late 

payment of fee charges.  

A full deposit payment totalling one month’s fees is required; this can be paid 

in instalments over 3 months from the date of the formal offer letter 

confirming your childcare place. At least one deposit payment of a week’s 

fee must be paid prior to your child’s start date in line with your offer letter; 

this cannot be refunded should the place then not be taken up. 

The full deposit is refundable at the end of your contract subject to one 

month’s notice being given in writing and subject to any outstanding fees. 

Failure to give notice will result in the deposit being retained.  
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25. Payment of Fees 

 

A statement of fees due will be given at the start of your contract and then in 

line with any changes to current provision and charges: Fees are payable 

according to your contract as follows 

All year contracts- fees are calculated over 52 weeks and can be paid in 12 

equal instalments as per your statement throughout the year. A weekly 

discount is given to full week contracts-this is to take account of any closure 

i.e. Bank Holidays, Staff Training Days, annual closure at Christmas and any 

emergency closures. A credit will be applied to part week daycare contracts 

for any days the centre is closed in line with contracted days.              

Term time contracts- In line with the centre’s advertised term dates (daycare 

and breakfast and tea time provision). One months’ notice must be given to 

end your contract see below Ending your contract.  

Fees are calculated for each term and can be paid weekly or monthly in 

advance- fees must be paid to date by the end of each half term for care to 

continue for the following term. A weekly discount is given for full week 

daycare provision to take account of any closures that fall within term time. A 

credit will be applied to part week daycare contracts for any days the centre 

is closed in line with contracted days.   

Holiday club- in line with the centre’s advertised term dates – days must be 

booked and fees must be paid one week in advance.  Notice of 

cancellation must be given one week prior.  

All fees must be paid in advance of service received. Fees can be paid by 

cash, cheque, standing order, electronic banking, childcare vouchers, or 

payment schemes with your place of work or study. 

Cheques returned to the centre unpaid will be subject to a £10.00 charge 

which will be applied to your weekly fee. A further unpaid fees penalty will be 

applied for each week that payment is not received. 

Individual payments need to be received for each child and fees must be 

clearly designated for each child’s account as indicated on statements.   

Childcare Vouchers can be redeemed against fees due in line with current 

HMRC guidelines- these must be referenced to each child individually.  
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Any fees that are outstanding in line with contracts will be subjected to 10% 

weekly fine 

Fees are reviewed annually by the Trustees.  Any amendments will be 

communicated to parents as soon as possible.   

26.  Record of Payments 

 

A record of all fees due and received will be maintained for each child. 

A Receipt will be given for all fees received by cash and cheque and 

entered on the centre’s accounting system.  

All fees taken as above will be balanced and agreed with the cash/cheques 

taken on a daily basis 

Any discrepancies will be dealt with immediately and notified to Finance 

Manager and where necessary Treasurer. 

Fees paid directly into the organisations bank accounts are downloaded at 

intervals during the week and added to individual accounts accordingly and 

any outstanding arrears will be advised. 

 

27. Free Early Education Entitlement (FEEE- Government 

Initiative) 

 

This will be deducted from fees due for all qualifying 2, 3 and 4 year olds 

according to the contract.  

A holding fee of £50.00 will need to be paid to secure a sessional FEEE funded 

place.  This is to secure a place for the September intake. This fee is 

refundable, subject to one month’s notice being given in writing.  Failure to 

give notice will result in the holding fee being retained.  

 

Discounts and administration charges: see current fees list 

28. Ending your contract 

In line with terms and conditions of contracts a minimum of one months’ 

notice is required when a child is leaving the provision. Should one months’ 
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notice not be given payments will be charged for the period and deposit 

payments being retained in lieu of outstanding fees. Fees that are not paid 

will be subject to unpaid fees procedures.  

When notice is received to terminate a contract a final statement of fees due 

to end of provision will be issued taking into account the repayment of 

deposit. Further payments of childcare vouchers can only be accepted 

against fees due. Childcare Vouchers received after the end of a contract 

will incur a 20% administration fee and balance will be refunded to the 

parent. 

It is parent’s/carers responsibility to ensure that all standing order payments 

are stopped once notice has been received by the Centre. Standing Order 

over payments will incur a £10.00 Administration Fee.  

All credit balances will be repaid directly into your accounts within two 

months. 

29. Fees Arrears  

It is extremely important to the Charity that we do not place families in a 

position of financial difficulty and therefore we follow a clear procedure in 

the unfortunate situation of a parent falling into arrears with their fees.     

Procedure for unpaid fees:  

 A missed payment will be discussed in confidence with the parent and 

a verbal contract will be made with regard to outstanding fees and 

agreement made as to how these fees will be paid. This will be 

acknowledged by formal letter. If the payment is not paid in full a 

further formal notification will be provided to the parent and a meeting 

arranged to discuss the issue further with the parent. 

 If the payment is not received in full within the month, steps will be 

taken to recover the outstanding amount and the child’s place will be 

suspended until the payment is received in full, for 3 months unless 

otherwise agreed. 

 All outstanding fees are subject to loss of any discounts given and a 

charge of 10% will be added on a weekly basis 

 The charity will make a claim to the Small Claims Court for 

reimbursement 

 The charity will work with any member who experiences financial 

difficulty according to an agreed payment plan being adhered to. 
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Finance Policy 
 

Employees and Trustees have a duty to ensure that the Charity maintains 

correct financial procedures to ensure accountability. These procedures are 

designed to ensure this and to protect the Charity against: - 

 Financial Mismanagement 

 Unauthorised expenditure 

 Fraud 

 Theft 

The procedures outlined below are designed to ensure the organisation 

remains accountable: 

All decisions regarding expenditure are made by the Chief Executive Officer 

and/or authorised budget holders in Senior Leadership Team. 

‘Budgets’ are prepared and monitored regularly by Finance Dept, Treasurer 

and Personel Sub Group. 

The organisation receives money due to it. 

The organisation pays its bills on time. 

Salaries are calculated accurately and PAYE is operated using appropriate 

software. 

Cash, cheques, valuables and confidential data are safeguarded. 

All financial records are checked by at least one person who has not been 

involved in making the payment or writing up the records. 

The Trustee Board, Senior Leadership Team and others with responsibility for 

financial control receive regular financial reports. 

The financial records and reports are checked and audited annually – by an 

appropriately qualified independent third party engaged by the organisation 

  

30. Procedures 

The Charity will employ a Finance Manager to work with the Chief Executive 

Officer, Senior Leadership Team and Finance team in maintaining financial 

records. The Trustees will elect a Treasurer to oversee the finances of the 
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organisation and other duties as outlined in the Trustees Handbook and 

Treasurer Job description.  

Primarily the Trustees makes financial decisions from information presented to 

it from the Chief Executive Officer. The CEO has the authority to authorise 

expenditure up to the value of £20,000 (twenty thousand pounds) on items 

that are relevant to the running of the organisation.  Expenditure over this 

amount up to £50,000 (fifty thousand pounds) must be authorised by the 

Treasurer and two Officers of the Management Committee and then 

reported to the Trustees.  Expenditure over this amount must be authorised by 

the Trustee Board. 

Budgets are prepared prior to the start of each financial year and are 

monitored by the Treasurer, Chief Executive Officer, Finance Manager and 

budget holders on a monthly basis. Quarterly accounts are drawn up and 

presented to the Finance sub group together with a financial report on that 

quarter’s income and expenditure. A summary of financial activity is 

presented to the Trustees every two months. Reports are given to the 

organisation’s budget holders.  

All payments issued must be signed in accordance with the cheque 

signatories according to the payments values in line with the bank mandate. 

Up to £5000 by 2 members of Senior Leadership Team signatories 

£5000 to £20,000 – Chief Executive Officer and member of SLT plus 1 

Management Committee cheque signatory in their absence This does not 

include regular payroll related costs.  

Over £20,000 by 2 Management Committee signatories or CEO and 1 

Management Committee signatory 

Payment signatories who are related are not permitted to authorise the same 

payment. 

Signatories cannot authorise expenses paid to them. Expenses should be 

paid by cheque/BACs rather than cash. Expenses must be authorised by 

Chief Executive Officer, Business Manager, designated members of Senior 

Leadership Team or Treasurer. 

Bank statements are reconciled on a monthly basis as part of Financial 

Monitoring procedures.   

The organisation’s financial systems are maintained using professional 

accountancy software which is reconciled to bank statements every month. 
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Any financial discrepancy will be investigated by the Finance Manager and 

Treasurer in the first instance and reported to the Management Committee. 

The Management Committee will have the right to appoint an Investigating 

Officer to look into the discrepancy and other matters of financial irregularity 

at any stage. 

Restricted Funds must only be used for the purpose stated when allocated. 

P.A.Y.E Records must be maintained monthly by the Payroll Administrator. 

They are overseen by the Chief Executive Officer, Finance Manager and 

Treasurer.  

All financial records to be presented to the Charity’s Auditor annually for 

audit. The resulting statement of annual accounts to be presented to the 

Annual General Meeting (or to the first committee meeting afterwards if 

delayed). 

The Finance Manager is responsible for ensuring that a register of all assets 

owned, rented, hired or donated by the charity are inspected at regular 

intervals to ensure that they remain in good repair and are of use to the 

organisation 

Blank cheques must not be signed. 

Cheques must not be signed without documentation explaining expense. 

Internet banking must only be used by designated persons as registered with 

the organisation’s banks. 

Bank reconciliation statements to be prepared monthly. 

The Centre’s accounts are maintained on Paxton accountancy programme 

which is reconciled to the bank statements monthly.  

Any discrepancy to be investigated by the Treasurer in the first instance and 

reported to the Trustees. The Trustee Board will have the right to appoint an 

Investigating Officer to look into the discrepancy and other matters of 

financial regulation at any stage. 

Restricted Funds must only be used for the purpose stated when allocated. 

P.A.Y.E Records must be maintained monthly via ‘Sage Payroll’ by the Centre 

Manager or Administrator and overseen by the Treasurer. 

All financial records to be presented to the Auditor annually for audit. The 
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resulting statement of annual accounts to be presented to the Annual 

General Meeting (or to the first committee meeting afterwards if delayed). 

Access and contents to the safe will be managed by the Centre Manager 

and appointed members of the SLT.   

The Treasurer and Designated Senior Management Team members at each 

setting maintains petty cash and ensures that the petty cash is balanced and 

presented on a monthly basis.  

All petty cash transactions must be receipted and correctly recorded by an 

authorised member of staff. 

Cash transactions should be kept to essential items only and receipted. 

All money received must be receipted at time of acceptance and recorded 

on appropriate income systems. All money to be kept locked in the safe at all 

times as soon as possible after collection. 

Access and contents to the safe will be managed by the Centre Manager 

and appointed members of the SLT.   

The safe key(s) or combination to be held by designated person(s). 

The cash and cheques held at either setting at any one time must not 

exceed the amount stated in individual current insurance policy. 
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Volunteer Policy 

The purpose of this policy is to set out how The Lloyd Park Children’s Charity 

values and works with volunteers.  

The Lloyd Park Children’s Charity recognises and values the positive 

contribution made by volunteers to the work of the charity.  The Centre also 

recognises the potential benefits of volunteering for members of the local 

community. The Lloyd Park Children’s Charity Volunteer Policy defines the 

term and sets out the principles, practices and procedures which the Centre 

operates in the appointment, management and inclusion of volunteers. All 

volunteers for the organisation are subject to the adopted policies and 

procedures. 

31. Definition  

Volunteers are individuals who provide their experience, knowledge and skills 

to an organisation, free of charge, with the aim of helping the organisation to 

achieve its service objectives and/or bringing some benefit to the local 

community.  In this sense, volunteers are different to students on work 

placements where the aim is usually for the student to obtain certain work 

experience or to carry out work or research in certain areas. However, The 

Lloyd Park Children’s Charity is committed to supporting local parents back to 

work and, therefore, will provide opportunities to parents wishing to volunteer 

in order to gain experience to enter work or further training. 

3. Recruitment of volunteers 

 

In appointing volunteers, The Lloyd Park Children’s Charity will adhere to the 

following principles: 

Application 

All prospective volunteers will be given a volunteer application pack 

containing: 

 a task sheet outlining the potential tasks and activities volunteers can get 

involved with 

 an application form 

 information about the Children’s Centre 

 Volunteer Policy Document 
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Prospective volunteers will be invited to a discussion with volunteer 

coordinator. They can either bring their completed forms with them or these 

can be completed during the meeting. During the meeting volunteers will be 

able to provide some information about their experiences to date, the roles 

they are interested and their availability. Volunteers will be provided with 

sufficient information to allow them to make an informed decision about 

whether to undertake voluntary work for the Centre or not. At this discussion 

the Centre staff member will also assess whether the prospective volunteer 

has the right qualities to work as part of the staff team, including good 

communication skills, ability to work in a non-judgemental way and work on 

their own or as part of a team. 

 

Disclosure Barring Service- (DBS)  

Prior to commencing their placement with the charity, successful volunteers 

must provide two references from a suitable person (excluding relations) 

attesting to their character and suitability for the position. A DBS form must 

have been submitted, (previously known as CRB), unless the volunteer 

already has a DBS registration number. There is a cost involved, in applying on 

line for first DBS clearance that the volunteer will need to pay using their debit 

or credit card. The charity will reimburse to the volunteer, the administrative 

cost of applying for DBS (approx. £8.00 as at April 2017) . 

 

Induction 

Prior to commencing their placement with the charity, each successful 

volunteer will receive a planned induction to the organisation and be 

formally allocated to a particular staff member who will supervise the 

volunteer throughout the duration of her/his placement. The staff member’s 

responsibilities will include ensuring that the volunteer receives: 

 regular support sessions 

 positive feedback on their contribution 

 Adequate office accommodation, equipment and services to perform 

their tasks effectively. 

Training will be provided when needed/appropriate for the volunteer role. 
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Insurance 

Volunteers will be covered by the same level of insurance as paid workers. 

Any volunteer using their own car whilst on official business must ensure that 

their own motor insurance policy covers them. The policy document should 

also be handed to the Volunteer Co-ordinator for confirmation prior to the 

car being used. 

 

Complaints 

Volunteers will receive regular support. If they are unhappy about any aspect 

of their placement they should discuss this with their allocated staff member 

and where necessary, follow the Centre’s complaints procedure.  

Safeguarding 

The safety of the children attending The Lloyd Park Centre and The Higham 

Hill Centre is of paramount importance.  This statement is issued in addition to 

organisation’s policy covering Safeguarding Children. 

 

4. The Lloyd Park Children’s Charity ’s Commitment to 

Volunteers 

 

 We will ensure that volunteers are given meaningful roles that add value to 

the project and their personal development are identified.  

 The Lloyd Park Children’s Charity will provide volunteers with accurate 

information about the project/work and the contribution they can make. 

Volunteers can expect a safe and pleasant working environment with 

appropriate support. 

 We will ensure volunteers have the opportunity to attend relevant 

meetings, training sessions and workshops. This will include induction into 

relevant Centre policies including Health and Safety, Equal Opportunities 

and Confidentiality and also process for reporting of any concerns or 

incidents. 

 Volunteers can expect constructive feedback regarding their contribution 

to the work of The Lloyd Park Children’s Charity. Their contribution will be 

recognised, appreciated and valued. 
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5. Volunteers Commitment to The Lloyd Park Children’s Charity  

 

 We ensure all volunteers receive a full induction programme and are 

allocated a named mentor. 

 We expect volunteers to support the aims and objectives of The Lloyd Park 

Children’s Charity and follow procedures and policies that are designed to 

achieve those objectives. 

 Volunteers must maintain confidentiality of all centre users in line with policy 

and procedures and will not discriminate in any way against any service 

users  

 A manageable workload will be agreed and volunteers will complete only 

these tasks. Volunteers will agree to ask for support when and where it is 

needed. 

 We value feedback and will expect volunteers to provide feedback to the 

Centre Manager or Volunteer Co-ordinator regarding their experiences 

working within charity. 
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