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North Somerset Safeguarding Procedure
for Early Years and Play Providers
The aim of this booklet is to provide guidance on safeguarding and
child protection matters for Early Years and Play Providers.
This booklet should be kept in your setting and be easily accessible
to parents/carers, staff and visitors.
Prepared in consultation with Children’s Social Care and approved
by North Somerset Safeguarding Children Board.
This booklet gives advice and guidance for:
G

Childminders and Home Childcarers

Leaders and staff of:
G

Pre-schools

G

Day Nurseries

G

Out of School Provision

G

Holiday Schemes

G

Breakfast, Lunch and After School Clubs

G

Crèches operated by Voluntary, Private and Independent organisations

G

Personnel working in family resource or Children’s Centres

G

Other private providers who choose to adopt these procedures

G

Open Access Play Settings.
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Essential Contact Numbers
Professional Guidance and Referrals:
North Somerset Children’s Services,
Single Point of Access (SPA): 01275 888 808
North Somerset Out of Hours Service: 01454 615165
Local Authority Designated Officer (LADO): 01275 888 624
Emergency: 999
Local police non-emergency number: 101

For General Guidance only:
North Somerset Early Years Team:
Lead Early Years Advisor – Inclusion: 01275 884 389
Email: early.years@n-somerset.gov.uk

Complaints to Ofsted
Ofsted
National Business Unit
Piccadilly Gate
Store Street
Manchester
M1 2WD
Telephone: 0300 123 1231
Website: www.ofsted.gov.uk

For Signs and Symptoms of Abuse:
Website:

www.swcpp.org.uk

What to do if you’re worried a child is being abused: summary
Website:

https://www.gov.uk/government/uploads/system/uploads/
attachment_data/file/281231/DFES-04319-2006ChildAbuse_Summary.pdf
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North Somerset Children’s Centres:
Ashcombe Children’s Centre,
Stepping Stone Walk, Earlham Grove, Weston-super-Mare, BS23 3NA
Tel: 01934 426 380

Banwell, Winscombe and Sandford Children’s Centre,
Banwell Youth & Community Centre, West Street, Banwell, BS29 6DB
Tel: 01934 426 774

Castle Batch Children’s Centre,
Castle Batch Community Centre, Bishops Avenue, Worle, Weston-super-Mare, BS22 7PQ
Tel: 01934 427 242

Clevedon Children’s Centre,
The Barn, Great Western Road, Clevedon, BS21 6HG
Tel: 01934 426 440

Crockerne Children’s Centre,
Westward Drive, Pill, Bristol, BS20 0JP
Tel: 01275 375 726

Locking Castle and Locking Children’s Centre,
The Campus, Highlands Lane, Weston-super-Mare, BS24 7DX
Tel: 01934 426 679

Long Ashton Children’s Centre,
c/o Early Birds Neighbourhood Nursery, Hollis Close, Long Ashton, BS41 9AZ
Tel: 01275 888 555

Milton and Old Worle Children’s Centre,
Mendip Avenue, Worle, Weston-super-Mare, BS22 6HN
Tel: 01934 426 618

Nailsea and Backwell Children’s Centre,
Pound Lane, Nailsea, BS48 2NP
Tel: 01934 426 710

Portishead Children’s Centre,
St Barnaba’s Centre, West Hill, Portishead, BS20 6LN
Tel: 01275 884 001
6
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South Weston Children’s Centre,
For All Healthy Living Centre, Lonsdale Avenue, Weston-super-Mare, BS23 3SJ
Tel: 01934 427 550
Services in South Weston are also delivered through Oldmixon Family Centre,
Tel: 01934 426 881.

Weston Central Children’s Centre,
81-83 Meadow Street, Weston-super-Mare, BS23 1QL.
Tel: 01934 426 794

Yatton Moor Children’s Centre,
Yatton Infants School, High Street, Yatton, BS49 4HJ.
Tel: 01934 426 633

Yeo Valley and Rural Outreach,
St Andrew’s C of E Primary School, Station Road, Congresbury, BS49 5DX.
Tel: 01934 426 643
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Guidance for Early Years and
Play Providers Referral Flowchart
Practitioner has concerns
about a child’s welfare
Practitioner discusses with
designated person and/or other
senior local authority colleagues as
they think appropriate (page 11 )

Consent gained to
allow sharing of
information from
parent/carer
(page 17 )

Still has concerns but not
sure Consult with
Children’s social care for
advice – not yet a referral
(page 14)

No longer has child
protection concerns

Practitioner refers to local
authority children’s social care,
following up in writing within
48 hours

No further child
protection action
(local authority
children’s services),
although you may
need to act to ensure
services are provided
by contacting your
local Children’s Centre

Children’s Social Care
acknowledge receipt of referral
and decide on next course of
action within one working day

Feedback to referrer
on next course of
action

Initial assessment required

Concerns about child’s immediate
safety
8
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No further local
authority children’s
social care
involvement at this
stage, although other
action may be
necessary
e.g. onward referral

1. Overview
1.1 Early Years and Childcare
The Statutory Framework for the Early Years Foundation Stage sets out the welfare
requirements that all registered providers must adhere to.

1.1.1 Child Protection
3.4 Providers must be alert to any issues for concern in the child’s life at home or
elsewhere. Providers must have and implement a policy, and procedures, to safeguard
children. These should be in line with the guidance and procedures of the relevant
Local Safeguarding Children Board (LSCB). The safeguarding policy and procedures
must include an explanation of the action to be taken in the event of an allegation
being made against a member of staff, and cover the use of mobile phones and
cameras in the setting.
3.5 A practitioner must be designated to take lead responsibility for safeguarding children
in every setting. Childminders must take the lead responsibility themselves. The lead
practitioner is responsible for liaison with local statutory children’s services agencies,
and with the LSCB. They must provide support, advice and guidance to any other staff
on an ongoing basis, and on any specific safeguarding issue as required. The lead
practitioner must attend a child protection training course* that enables them to identify,
understand and respond appropriately to signs of possible abuse and neglect (as
described at paragraph 3.6).
* Taking account of any advice from the North Somerset Safeguarding Children Board
on appropriate training courses.
3.6 Providers must train all staff to understand their safeguarding policy and procedures,
and ensure that all staff have up to date knowledge of safeguarding issues. Training
made available by the provider must enable staff to identify signs of possible abuse
and neglect at the earliest opportunity, and to respond in a timely and appropriate
way. These may include:
G

significant changes in children’s behaviour;

G

deterioration in children’s general well-being;

G

unexplained bruising, marks or signs of possible abuse or neglect;

G

children’s comments which give cause for concern;

G

any reasons to suspect neglect or abuse outside the setting, for example in the child’s
home; and/or

G

inappropriate behaviour displayed by other members of staff, or any other person
working with the children. For example, 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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3.7 Providers must have regard to the Government’s statutory guidance ‘Working Together
to Safeguard Children’. If providers have concerns about children’s safety or welfare,
they must notify agencies with statutory responsibilities without delay. This means the
local children’s social care services and, in emergencies, the police.
3.8 Registered providers must inform Ofsted of any allegations of serious harm or abuse
by any person living, working, or looking after children at the premises (whether the
allegations relate to harm or abuse committed on the premises or elsewhere). Registered
providers must also notify Ofsted of the action taken in respect of the allegations. These
notifications must be made as soon as is reasonably practicable, but at the latest within
14 days of the allegations being made. A registered provider who, without reasonable
excuse, fails to comply with this requirement, commits an offence.

1.1.2 Protecting children is important
Everyone who works with children and young people has a significant role in both the
prevention of abuse and the protection of children from abuse.
Information about the signs and symptoms of abuse can be found from www.swcpp.org.uk
but such information is rarely comprehensive and on occasions can be misleading. If you
have a suspicion that a child you care for is being harmed, or is at risk of being harmed,
follow the guidance in this booklet.
For some children, the provision of your service will be essential in providing opportunities for
them to achieve their developmental milestones and to potentially reduce some of the stresses
within their family as part of a plan that promotes and/or safeguards the child’s welfare.
All children, whatever age, are vulnerable. They may need you to act on their behalf, by
contacting appropriate agencies and by providing relevant information towards prompting
an assessment to identify the child’s needs.
Everyone working with children should be alert to signs of abuse and neglect, and should
know to whom they should refer concerns or suspicions. Through day to day contact with
children, and direct work with families, everyone working with children has a crucial role to
play in noticing indicators of possible abuse or neglect and is well placed to give a view on
the impact of intervention on the child’s care and development.
Everyone working in childcare settings must keep themselves updated on child protection
issues and procedures by accessing appropriate advice and training.
Each Early Years provider has the responsibility to ensure that:
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G

There is a child protection procedure in place and that it is in accordance with the
South West Safeguarding and Child Protection Procedures.

G

In group childcare settings, a senior member of staff is assigned as the ‘Designated
Person for Child Protection’.

G

A member of the management committee is nominated to be responsible for liaising
with the designated person over child protection matters (see Information Sharing –
Guidance for Practitioners and Managers).
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They should exercise their child protection responsibilities where:
G

Allegations are made against a senior member of staff.

G

A disciplinary action against a member of staff is necessary following a child
protection investigation.

G

An investigation of any complaint on noncompliance with child protection
procedures is necessary.

G

To ensure that appropriate checks are made on all new staff and any volunteers who
may have unsupervised access to children.

G

To ensure that the EYFS specific legal requirements under Safeguarding are followed.

NB The responsibility for investigating suspected cases of abuse lies with Children’s Social
Care and the Police. In the event of an allegation against a member of staff, the
management is responsible for liaising closely with the Local Authority Designated Officer
(LADO), Children’s Social Care and the Police, including at strategy meetings when called.

1.1.3 Designated Person
The designated person has a specific responsibility for coordination of child protection
procedures within the setting and for liaison with Children’s Social Care, and other agencies
e.g. Police, Health Service and Education Welfare Service. All staff need to be aware of
who the Designated Person is, as all cases of suspected child abuse should be referred to
him/her in the first instance.
The Designated Person must have appropriate, up to date training and should know and
understand:
G

How to identify and understand the signs and symptoms of abuse and when to
make a referral.

G

The role and responsibilities of the investigative agencies and how to liaise with
them.

G

The requirements of record keeping and sharing.

In addition, the Designated Person should:
G

Ensure all relevant information about a child is disseminated to appropriate staff
within the setting on a need to know basis and with regard to the child/family’s
right of confidentiality.

G

Ensure that attendance, welfare and development of children whose names are on
the Child Protection Register are monitored and inform the child’s social worker
promptly of any cause for concern.

G

Liaise with the Inclusion Coordinator (INCCO) to identify children with special needs.
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2. Procedures
2.1 Procedures for managing allegations of abuse by a member of
staff or management
General advice – All allegations of abuse of children by a professional or other staff
member must be taken seriously. It is important that early action to establish the nature of the
allegation should be undertaken in such a way that it does not prejudice any subsequent
investigation by the Local Authority Designated Officer (LADO) or the Police. There must be
no interference with evidence.
Any staff who hear an allegation of abuse against another member of staff or management
should refer the matter immediately to the Designated Person, unless that is the person
against whom the allegation has been made.
Allegations against members of staff must always be referred to the LADO in the first
instance. If this is not practical, or the child is at risk of significant harm and in need of
protection, contact Children’s Social Care.

2.2 If you have concerns about a child’s welfare
The key task is to work together to understand the child’s world and use this information to
promote their welfare. This should be the guiding principle in deciding which service is best
placed to respond. Rather than looking for reasons why a service should or shouldn’t be
offered, first think about what is needed, why people are worried, and what this means.
Often referrers benefit from the experience of simply talking the situation through with others
working with the child, or with an experienced social worker, so they can be confident
about what to do next.
The national guidance that explains how we decide on referrals and begin assessments is
called ‘Working Together’. Safeguarding is everyone’s responsibility. A clear understanding
of the needs and views of children can ensure that we get things right for each child.

2.2.1 Discuss with Designated Person
If you are worried about a child you should talk to the Designated Person within your own
setting. This will probably be your line manager, though it could be another adult with child
protection responsibility. Share your concerns and discuss any differences of opinion.

2.2.2 What to discuss
The following questions will help you and your manager decide what to do next:

12

G

What is your concern?

G

How long have you been concerned?

G

Who else has concerns?

G

What do you think could be happening to the child?
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G

List a range of possible things that could be happening, rather than jumping to one
conclusion. How could you find out whether each of these possibilities is true?

G

What information do you have already?

G

What have you already done to address your concerns?

G

Have you discussed your concerns with the parents and the child or young person?

G

If yes, what did they say?

G

If no, why not?

G

What would be the possible impact on the child?

G

Your manager should question you about the reasons for your concerns.

It may help to look at the supplementary guidance on signs and symptoms of possible child
abuse, which can be found at www.swcpp.org.uk and includes information about the following:
G

Physical abuse

G

Bruising

G

Fractures

G

Femoral (thigh bone) fractures

G

Skull fractures

G

Metaphyseal fractures

G

Other fractures

G

Implication for practice

G

Burns

G

Child sexual abuse

G

Signs of physical abuse

G

The child sexual abuse jigsaw

G

Physical signs of child sexual abuse

G

Physical signs of child sexual abuse – girls

G

Physical signs of child sexual abuse – boys

G

Emotional abuse (e.g. living with domestic abuse of a family member)

G

Neglect

G

The jigsaw of neglect

When making a decision about whether to make a referral it may be useful to use
Appendix 1 – Signs of Danger, Signs of Safety.
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2.3 The Role of Children’s Centres
If you no longer have concerns of a safeguarding nature but judge a child and/or family
need support
Children’s Centres offer a range of support and services to children and their families including:
G

Family health services from Health Visitors

G

Family support including outreach and home visiting

G

Local support groups

G

Drop-in sessions for parents

G

Adult training opportunities

2.4 Formal Consultation with Children’s Social Care – prior to referral
If you still have concerns
If you still have concerns but are not sure what action to take, you (or the Designated Person)
could contact Children’s Social Care for a formal consultation (without mentioning the child’s
name). This consultation process is designed to assist you to make a decision about whether
to refer a child to Children’s Social Care. At this stage you will not have gained the consent of
the parents so the process relies on the child’s details remaining confidential and not shared.
You should do this by telephone. Contact the Single Point of Access (SPA) number on
01275 888 808.
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As a result of the consultation you will be advised to either:
G

Make a formal referral of child protection concern.

G

Gain consent from the parents to make a child in need referral.

G

Undertake further work such as contacting another agency such as a Children’s Centre.

G

Seek further information.

Your consultation advice will be noted and a record sent to you within 48 hours. The
consultation will be given an identifying reference number which can be used for any
further consultations or referrals.

2.5 Sharing Information about Children
2.5.1 Five key points about information sharing
1. Explain to people openly and honestly what information you will share, with whom and
why. The only time that you should not do this is, if letting them know, will leave someone
at risk of significant harm.
2. You should respect the wishes of family members if they do not want information shared
unless someone will be placed at risk of significant harm if you don’t share the information.
3. If in doubt, have a general discussion with children’s services, where you do not
necessarily share the name of the family.
4. Make sure that the information that you are sharing is accurate, up to date, necessary for
the purpose for which you are sharing it, and only shared with those who need to know
it. The information should also be shared securely. Having decided to share information
you need not tell everyone everything.
5. You should always record the reason for your decision; whether you share the information
or not.

2.5.2 The importance of weighing up information
The decision about sharing information is not a simple yes or no decision but depends upon
a number of factors.
G

How at risk is the child?

G

Is the risk imminent?

G

How much safer will the child be if the information is shared?

G

Will the relationship between professionals and the family be so damaged by sharing
information against their wishes that it may be better to not share?

G

Does the information need to be shared now? Could it wait until the family have changed
their mind about agreement?

Sometimes you will not be able to answer the questions above. In this case it is best to
contact one professional and share information with them.
North Somerset Safeguarding Procedure for Early Years and Play Providers
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2.6 Flowchart of key questions for information sharing

You are asked to or wish to share information
Is there a clear and legitimate purpose
for sharing information?

No

Yes
Does the information enable a person
to be identified?

No

Yes
Is the information confidential?

No

Not
sure

Seek
advice

Yes
Do you have consent?

Yes

No
You can
share

Is there sufficient public interest
to share?

Yes

No

Do not
share

Share information:
t*EFOUJGZIPXNVDIJOGPSNBUJPOUPTIBSF
t%JTUJOHVJTIGBDUGSPNPQJOJPO
t&OTVSFUIBUZPVBSFHJWJOHUIFSJHIUJOGPSNBUJPOUPUIFSJHIUQFSTPO
t&OTVSFZPVBSFTIBSJOHUIFJOGPSNBUJPOTFDVSFMZ
tInform the person that the information has been shared if they were
not aware of this and it would not create or increase risk of harm.

Record the information sharing decision and your reasons,
in line with your agency’s or local procedures.

If there are concerns that a child may be at risk of significant harm or an adult may be at risk
of serious harm, then follow the relevant procedures without delay.
Seek advice if you are not sure what to do at any stage and ensure that the outcome of the
discussion is recorded.

Local contacts

&YUSBDUGSPN).(PWFSONFOU*OGPSNBUJPO4IBSJOH(VJEBODFGPSQSBDUJUJPOFSTBOENBOBHFST
Copies can be obtained from www.ecm.gov.uk/informationsharing
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2.7 Consent
Whatever the nature of your concern, it is important that you are open and honest with both
the parents and the child. In general, you should discuss matters with them before taking any
action, tell them what you plan to do and why, work with them and keep them informed.
Sometimes you may think that the risk to the child is so great that it is better to contact
Children’s Social Care without informing the child and family. This is where you judge there
could be an immediate risk of harm. In this case you should discuss the best way forward
with Children’s Social Care.

2.7.1 Understanding Consent
Consent must be informed which means that the person who has given consent understands:
G

What will happen to the information.

G

Who will be told what.

G

Who they will then tell.

G

Why people are being told the information.

North Somerset Safeguarding Procedure for Early Years and Play Providers
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2.7.2 Communication
Although there is a lot of guidance about sharing information there is very little about
communication; the process by which information is shared. The following tips may be
helpful:
G

Communicate effectively with other practitioners and professional by listening and
ensuring that you are being listened to.

G

Appreciate that others may not have the same understanding of professional terms and
may interpret abbreviations such as acronyms differently.

G

Be able to use clear language to communicate information unambiguously to others.

G

Listen carefully to what is said and check understanding.

G

Know that inference or interpretation can result in a difference between what is said and
what is understood.

2.8 Making a referral to Children’s Social Care
2.8.1 How to make a referral
Most children’s needs are met by universal services such as schools or GPs. If you believe
that a child’s needs cannot be met by these universal services or additional family support,
you should be concerned. You will then need to assess your level of concern, because this
will determine how quickly you should make a referral and who to.
This section assumes that you are concerned enough about a child to want to make a
referral to Children’s Social Care, because you think they will be best placed to help.

2.8.2 Key Points
You should do this by telephone. Contact the Single Point of Access (SPA) number on
01275 888 808 and follow up by submitting a written referral form (Appendix 4).
Children’s Social Care will want to decide with you whether:
G

This is a child protection case requiring a strategy discussion, a core assessment
or an initial assessment.

G

You need to continue to monitor the situation.

It will help if you consider:
G

Why you think the time is right to discuss the matter with Children’s Social Care.

G

What information you can give them about:
• The child’s developmental needs
• Parenting capacity
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• Social and environmental factors
• How you will remain involved with the family
• Whether the parents know that you are making this referral
• Whether parents agree to you making this referral
• What you want Children’s Social Care to do.
It is important that you make your referral as soon as you have decided that this is the best
course of action.
At the end of any discussion about a child, the referrer and the social worker must be clear
about what the proposed actions are, who will undertake them and what the timescale is;
or alternatively that no further action will be taken. The decision should be recorded by both
the person making the referral and the worker in Children’s Social Care.
Sometimes Children’s Social Care may be unable to get involved. This could be because the
situation is not serious enough, or because there is not yet enough information. In this case,
you should continue to follow up your concerns, working with the family and collecting
further information. Do not stop until you are sure that the child’s needs are being met or
that there is no need to be concerned.

North Somerset Safeguarding Procedure for Early Years and Play Providers
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2.9 Advice on Good Practice
2.9.1 Recording
You are required to keep a record of the observations of both the achievements and any
concerns about the children in your care. Always keep a record of the observations that you
make, particularly in the case of a gradual build up to a concern, noting the date and time,
including any conversation you may have with a parent or other significant person. This will
ensure that you will be able to pass on the information accurately during conversations with
Children’s Social Care and when you are completing the referral form.
Parents/Carers should be made aware that records will be kept on every child in your care,
of their entitlement to view that record, and of the possibility that the information in that
record may be shared with other professionals.
These records should be kept in a safe and secure location until you are able to destroy
the record confidentially in the timescales identified in the registration requirements of the
provision.

2.9.2 Relationships with Parents/Carers
Developing an open and honest relationship with the parents/carers of a child placed in
your care and agreeing clear expectations at the outset will enable them to understand your
wish to provide high quality care for their child, including making observations. Developing
an open and honest approach will help the parent/carer to be involved in discussions about
making a referral to Children’s Social Care, to participate in the assessment process and to
work in partnership to agree and receive services to meet the needs of their child and family.
Telling the parent/carer that you are going to refer your concern (or, in the case of an
emergency, that you have referred your concern) to the Children’s Social Care Department
can be difficult, especially if you have a close relationship with the child’s parent/carer.
Remind them of the Registration requirement of the provision. These should clearly identify
the expectations on childcare providers to adhere to the North Somerset Safeguarding
Children Board approved Child Protection Procedure. The child, especially a baby or a
small child, is very vulnerable. In many incidents, parents, particularly young parents, need
help with the many problems inherent in bringing up children. The injury, which you have
found, may represent very vividly the parents’/carers’ need for help. Consider if domestic
abuse may be a factor in the parents’/carers’ relationship and be sensitive to sharing
information with both parents/carers if one may be abusive. Your telephone call to the
Children’s Social Care Department will be the means by which that help is arranged.
Tell the parents/carers that you are concerned. Say that injuries to children, particularly
small children, must be investigated. Say that there is a procedure that you must follow. Tell
the parent/carer that the procedure is designed to provide protection for children and help
to parents/carers.
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Appendix 1
Signs of Danger, Signs of Safety
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Significant
Information

DANGER
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Significant
Information

SAFETY
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Appendix 2
North Somerset Early Years Team Complaints Procedure
(for dealing with allegations and complaints about Childcare Providers)
All complaints relating to any childcare provider will be taken seriously and processed according
to North Somerset Early Years Team Complaints Procedure for dealing with allegations and
complaints about Childcare Providers.
North Somerset Council has a Local Authority Designated Officer, Allegation/Complaint Procedure
in respect of all cases in which it is alleged that a person who works with children has:
G

behaved in a way that has harmed a child, or may have harmed a child;

G

possibly committed a criminal offence against or related to a child or;

G

behaved towards a child or children in a way that indicates she/he is unsuitable to work
with children.

This does not mean that it is only allegations of specific abuse but there may be inappropriate
handling, inappropriate use of language etc or that information received may identify that a
person is living with a registered sex offender.

Use of this Procedure
This Procedure is to be used by the Early Years Team in relation to allegations and complaints
made against childcare settings in the Private, Voluntary and Independent (PVI) sectors.

Non-Council childcare settings – employment issues
For related employment issues in non-council childcare settings, including staff grievances, the
setting manager, members of staff or designated committee officer must be referred to ACAS
(Arbitration, Conciliation and Advice Service), the Pre-school Learning Alliance, the National Day
Nurseries Association or the Professional Association for Childcare and Early Years (PACEY) as
appropriate.
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Early Years Team Complaints Procedure
The following procedures must be followed in order to ensure all complaints are dealt with fairly.
G

Ofsted are the monitoring body for Early Years Providers. Any information or concern that
a provider is not meeting the requirements of their registration must be forwarded by the
Early Years Team to Ofsted.

G

If a complaint is received by any member of the Early Years Team, it will be referred to the
Lead Advisor within the Early Years Team who will reply within two working days to the
complainant.

G

All complaints/allegations will be recorded and saved in the appropriate files which will
only be accessible to the Early Years Team and Family Information Service staff members,
for confidentiality purposes.

G

The Lead Advisor – Inclusion will contact the Early Years Provider and will give details of
the complaint to the owner/manager. The setting will be advised of actions that North
Somerset are required to make.

G

All staff will deal with complaints in a professional and responsible manner.

North Somerset Safeguarding Procedure for Early Years and Play Providers
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Appendix 3
Please photocopy this form

Safeguarding Procedures – staff briefing record
Setting:
Designated Person:
Please ensure that all staff have been informed/updated on the contents of this booklet and have
signed below.
We have been informed who the designated person is within the setting and are aware of the
location of the Safeguarding Procedures – staff briefing record.
No.

26

Name (BLOCK CAPITALS)
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Signature

Date

Appendix 3
Please photocopy this form

Safeguarding Procedures – staff briefing record
Setting:
Designated Person:
Please ensure that all staff have been informed/updated on the contents of this booklet and have
signed below.
We have been informed who the designated person is within the setting and are aware of the
location of the Safeguarding Procedures – staff briefing record.
No.

Name (BLOCK CAPITALS)

Signature

Date

North Somerset Safeguarding Procedure for Early Years and Play Providers
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Appendix 4
Children’s Social Care Child in Need & Child Protection Referral Form
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!

CHI
CHILDREN’S
LDREN’S SOCIAL
SOCIAL CARE
CARE CHI
CHILD
LD IIN
N NE
NEED
ED & CHI
CHILD
LD
PR
OTECTION REFERRAL
REFERRAL FO
RM!
PROTECTION
FORM!

!

!

This form is to be used by all agencies when referring a child to Children’s Social Care. The more
information received at the first point of contact, the more likely it is that appr
appropriate
opriate services will
be delivered at the earliest opportunity to help children and their families.
BEFORE PROCEEDING – PLEASE
PLEASE CONSIDER – Have
Have you
you consulted within your
your own
agency about this referral? If so, was it agreed that a referral was required?
1.

Pe
Personal
rs o n al D
Details
e ta ils

Child’s First Name/s:

Child’s Surname:

!

!

A
Any
ny alternativ
alternative
e name:
Date of Birth or EDD Gender (M/F)

Religion

First Language

"#
"#$%&$!'$#$()
$%&$!'$#$() !

A-F
G-Pe
Po-T
U-V

!
Male
Male
Female
Female
Unborn
Unborn

Name of Parent / Carers:
Home Address:
Address:

!

"#$%&$!'$#$()
"#$%&$!'$#$()
"#$%&$!'$#$()
"#$%&$!'$#$() *
"#$%&$!'$#$()
"#$%&$!'$#$()
"#$%&$!'$#$()!
"#$%&$!'$#$()!

!

Any
Any other relev
relevant
ant addresses:

*

!

Post Code:

Post Code:
!

Telephone Number(s):
*
!
ow n m
enu]
Ethnic Origin [Pl
Please
ease cchoose
hoose o
one
ne ccategory
ategorryy a
and
nd sselect
elect ffrom
rom tthe
he d
drop
ro p d
down
menu
White
Mixed
Mi
xed
Asian
A
sian or British Black or Black
Other Ethnic
As
Asian
ian
British
Groups
"#$%&$!'$#$()
"#$%&$!'$#$() !

"#$%&$!'$#$()
"#$%&$!'$#$() !

"#$%&$!'$#$()
"#$%&$!'$#$()

"#$%&$!'$#$()
"#$%&$!'$#$() !

"#$%&$!'$#$()
"#$%&$!'$#$() !

!

2.

Other Significant Family Members/Adults
Members/Adults

Name
!
!
!
!
!
!
!
!

Relationship
!
!
!
!
!
!
!

Date of Birth
!
!
!
!
!
!
!

Contact Details
!
!
!
!
!
!
!

!
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!

Professionals Involved with the Child, for example GP, Health Visitor, School

3.
Role

Name
!
!
!
!
!
!

4.

!
*!
!
!
!

Address

Telephone Number(s)

!
!
!
!
!

!
!
!
!
!

Have you had a consultation with Children’s Social Care? If so, what advice were
you given? Please include the consultation number and a copy (if available)

!

5.

Has a CAF been completed in respect of this child? If not has this been
considered? If a CAF has been completed, please attach a copy of the CAF and
recent plan
*

!

6.

Why are you referring Child to Children’s Social Care Today?
[Please identify your specific concerns and comment on what you think the family need from
Children’s Social Care. State how long you have know the child and in what capacity, i.e. as
Teacher, Doctor etc]

!

7.

What information do you know about this child?
[Include all relevant information about the child, i.e. about their development, health, behaviour,
their views about the referral, their views about the issues / concerns, etc. If you have
information such as chronology, body maps, or centile charts, please attach ]
*

North Somerset Children’s Social Care Referral Form v1.0 11/12
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!

8.

What
What information
information do
do you
you know
know about
about the
the child’s
child’s parent(s)
parent(s) and
and wider
wider family?
family?
[In
Include
clude re
relationships,
lationships, ffriendships,
riendships, b
behaviour,
ehaviour, ssupport,
upport, sstability,
tabilityy, ssafety,
afetyy, E
English
nglish iis
s th
their
eir ssecond
econd
anguage, par
parent
rent unabl
unable
e tto
o rread,
ead, ssubstance
ubstance m
misuse,
isuse, et
etc]
c]
language,

!

9.

What
What information
information do
do you
you know
know about
about th
the
ew
wider
ider environmental
environmental factors
factors which
which may
may
this child?
impact
impact on
on this
[Consider
Consider ffor
or e
example,
x a m p le , h
housing
ousing iissues,
ssues, w
who
ho iis
sw
working
orking iin
n tthe
he h
household,
o u s e h o ld
d,, financial
financial ssituation,
ituation,
community
social
community and
and so
cial iinvolvement]
nvolvementt]]

!

10.

A
Any
ny o
other
ther relevant
relevant information?
information? [In
Including
cluding previous
previious rreferrals]
eferralss]

!

11.

IIs
s th
there
ere a perceived
perceived rrisk
isk o
off violence
violence or
or o
other
ther matter
matter that
that could
could place
place those
those making
making
c
contact
ontact with
with this
this family
family in
in danger
danger (s
(such
uch a
as
su
unsafe
nsafe n
neighbourhood,
eighbourhood, persons
persons of
of a
violent
violent nature,
nature, an
an un-tethered
un-tethered dog,
dog, etc)
etc)

Pl
Please
ease Se
Select:
lect: Y
Yes
es

or

No!!!

If Yes,
Ye
Yes, please
please sspecify
pecify
yw
what
hat th
the
e identified
identified rri
risk
isk iis:
s:

!

12.

In circumstances
circumstances w
where
here th
there
ere is
is a rrisk
isk of
of v
violence
iolence (such
(such as
as domestic
domestic abuse),
abuse),
p
please
lease provide
provide d
details
etails regarding
regarding a safe
safe point
point of
of contact
contact for
for the
the non-abusing
non-abusing
abusing
parent e
e.g.
.g. alternative
alternative telephone
telephone number
number or
or postal
postal address,
address, contact
contact through
through
school, c
children’s
hildren’s centre,
centre, friend
friend o
orr relative.
relative.
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!
!

13.

Have you spoken to the parent or carer about making this referral? If not please
explain why not.

!

If you are making a Child in Need referral, agreement must be sought from the parent/carer (and
where appropriate the young person) to making the referral. If parental agreement is not obtained
it will not be possible to progress a Child in Need referral. Wherever possible the parent/carer
should be asked to sign the referral form.
If you are making a referral of a child protection concern and are unsure about whether to advise
the parent/carer, you should consult within your own agency about this issue. If you remain
unsure about whether the parent/carer should be consulted/informed about the referral (i.e. due
to evidence being compromised, or someone being placed at risk) please consult with Children’s
Social Care in the first instance. See Guidance Notes.
14. Parental Agreement [See Guidance Notes before completion]
I agree to the information in this referral being passed to North Somerset Council,
Children’s Social Care Services
Name of Parent / Legal Guardian [Please Print]:
Signature of Parent / Legal Guardian:
Date:

15. Referrer
Name and Status [Please Print]:
Work Address:
Contact Number(s):
Signature:

Date:

North Somerset
Children’s Social Care Referral Form v1.0 11/12
!
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Please email the completed inter-agency referral form to:
Duty.intake@n-somerset.gcsx.gov.uk

(Secure email*)

*Secure email is accepted from the following addresses:
@nhs.net, @pnn.police.uk, @gcsx.gov.uk, @gsi.gov.uk

Duty.intake@n-somerset.gov.uk

(Standard email)

Please note if using this email address it is not secure. If you wish to send client level
information you will need to password protect the document and not include it within
the body of the email.

If you do not have email facility please fax the completed form to 01275 884821

North Somerset Children’s Social Care Referral Form v1.0 11/12
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Child in Need and Child Protection Referral Form Guide Notes
The more information received by Children’s Social Care at the first point of contact, the more likely it is that
appropriate services will be delivered at the earliest opportunity to help children and families in the best
interests of the child. Please ensure this form is fully completed and contains some analysis of both the problems
and needs of the child/ren as this will inform the Children’s Social Care initial assessment of the child.
Child Protection Referrals – If there are concerns that a child may be suffering significant harm, the information
must be telephoned directly through to 01275 884188. The initial referral form must be completed and
forwarded to Duty.intake@n-somerset.gcsx.gov.uk within two working days. If a child protection referral results
from a professional consultation with a childrens and families team, the team will act on the information
presented to them, but the Child in Need and Child Protection Referral Form must be sent to Duty.intake@nsomerset.gcsx.gov.uk within two working days.
Children in Need referrals – Referrals of children with high levels of need should be forwarded to
Duty.intake@n-somerset.gcsx.gov.uk without prior discussion with Children’s Social Care unless a professional
consultation is considered necessary or useful (see Section 4)
Consent and Confidentiality – The parent(s)/Legal Guardian(s) must sign Section 13.
Consent – In most circumstances the agreement of the parent/legal guardian of the child must be sought before
a referral is made, providing this will not place the child at an increased risk of harm. If a professional has
any concern that informing a parent may place a child at risk or may compromise Police evidence, immediate
advice must be sought from either Social Care or the Police. Should a parent or Guardian refuse their
agreement to a referral being made consideration should be given to the impact this may have on the level of
concern for the child’s welfare, and the parents or guardians ability to meet the child’s needs.
Common Assessment Framework (CAF) – The aim of the CAF is to identify at the earliest opportunity, a young
person’s additional needs. Written consent is given by the parent(s)/Carer(s) and/or young people before the
CAF process is undertaken.
Sufficient Information – Every effort must be made to complete the form as fully as possible as this will make it
easier to make decisions about the eligibility and urgency of the referral. The reasons for referring to Children’s
Social Care must be clearly stated (Section 6) and the form should contain as much information as possible
about the child being referred (Section 7).
Information about family members gathered during interview or known by the referrer should also be included
(Section 8).
Reports – Any additional detailed reports should be attached to the form. If reports are attached please ensure
that the consent of the author has been obtained.
Observation of the Child – When completing this form it is important to record your observations of the child.
If you have specific expertise in a given area this should be clearly stated.
Third Parties – Information about third parties should only be included if it is directly relevant to the referral and
there is consent.
Parent’s and Child Views – may be included if volunteered but care must be taken not to interview either
parents or children about the substance of any concerns where it is possible that a criminal offence may have
been committed.
Legal Proceedings – those completing the form should be aware that the contents may be used in legal
proceedings should proceedings follow.
North Somerset Children’s Social Care Referral Form v1.0 11/12
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Council documents can be made available in
large print, audio, easy read and other formats.
Documents on our website can also be emailed
to you as plain text files.
Help is also available for people who require
council information in languages other than English.
For more information contact: 01275 888 677 or
early.years@n-somerset.gov.uk

North Somerset Safeguarding Procedure for Early Years and Play Providers
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Essential Contact Numbers
Professional Guidance and Referrals:
North Somerset Children’s Services,
Single Point of Access (SPA): 01275 888 808
North Somerset Out of Hours Service: 01454 615165
Local Authority Designated Officer (LADO): 01275 888 624
Emergency: 999
Local police non-emergency number: 101

For General Guidance only:
North Somerset Early Years Team:
Lead Early Years Advisor – Inclusion: 01275 884 389
Email: early.years@n-somerset.gov.uk

Complaints to Ofsted
Ofsted
National Business Unit
Piccadilly Gate
Store Street
Manchester
M1 2WD
Telephone: 0300 123 1231
Website: www.ofsted.gov.uk

For Signs and Symptoms of Abuse:
Website:

www.swcpp.org.uk

What to do if you’re worried a child is being abused: summary
Website:

https://www.gov.uk/government/uploads/system/uploads/
attachment_data/file/281231/DFES-04319-2006ChildAbuse_Summary.pdf

24306 05/14

