
Category: In the setting 

Allega&ons of Abuse Against a Child Care provider and/or Staff 

As child care professional's, we on occasions work alone therefore, we can be more vulnerable to 
allega:ons of abuse being made against us. We will take precau:ons to protect ourselves from this 
happening by: 

Ensuring all staff are DBS checked and cleared and hold a valid Pediatric First Aid qualifica:on as well have 
regular Safeguarding training 

Ensuring all visitors to the seHng sign the visitor’s page and do not have unsupervised access to the 
children under any circumstances. 

Any regular visitors to the seHng will be asked to complete a EY2 form and will then undertake a DBS 
Check. 

We will not leave a child in a room alone with a visitor, unless we know they have been DBS cleared, for 
example another Ofsted Registered assistant/professional.  

We will not allow visitors to take any children to the toilet or change their nappies.  

We will request iden:fica:on from all visitors not known to us and will refuse entry if we are unsure of 
them. 

We will endeavour, when possible, to arrange for any maintenance work to our property to be carried out at 
weekends or when the seHng is closed.  

We will maintain a visitor’s book via mybabysdays which is available for you to look at. 

We will ensure, where possible, that no works people are in the seHng during our opening hours, unless it 
is to repair an emergency service or for Health and Safety Reasons. 

We will document every accident and incident that occurs whilst in our care, informing parents and 
reques:ng them to sign my records. 

We will note any marks on the children when they arrive and ask parents to inform us of any accidents that 
have occurred whilst outside of our care. 

We will ensure the children are supervised at all :mes. 

We will keep accurate records on each child and write a daily diary on mybabydays. 

Some:mes allega:ons are made, and this unfortunate situa:on cannot be avoided. We will then follow the 
procedure detailed below. 

We will follow the local safeguarding children's board procedure and inform LADO (Local Authority 
Designated Officer) Ms Finola Owens within one working day and Ofsted within 14 days, but as soon as 
possible following their advice as to whether to con:nue working.  

We will gain support and professional advice from the following organisa:ons: 



Our insurance company: 

Jelf Insurance Scheme underwri[en by Markel Interna:onal Insurance 

Ofsted: www.contact.ofsted.gov.uk/online-complaints 

Local Early Childhood Services: Lorainewilliams@lewisham.gov.uk  

We will write a detailed record of all related incidents, including what was said and by whom, with :mes 
and dates. 

We will ask any witnesses (if there were any) to also write a statement detailing the incident they witnessed 
and giving their contact details in case it needs to be followed up by the authori:es. 

Complaints Procedure 

We hope that you are happy with the service that we provide, but we appreciate there may be :mes when 
we are not offering you and your child the service that you require. 

We hope that you will feel able to discuss any concerns or issues that you may have with us directly. If you 
would rather not talk in front of your child then we can arrange a more convenient :me, for example in the 
evening or at the weekend. 

It is a requirement by Ofsted that all complaints are logged along with the outcome and any ac:on taken, 
these records must be available to show an Ofsted Childcare Inspector if required. 

If you feel that you are unable to talk to us separately or individually, or that a^er talking, the ma[er 
remains unresolved then you can put your complaint in wri:ng, we will inves:gate the ma[er and reply to 
you within 28 days. 

If you wish to make a formal complaint then you can contact the Ofsted Complaints and Inves:ga:on Unit 
on Tel: 0300 123 1231 or contact Ofsted at: Piccadilly Gate, Store Street, Manchester M1 2WD. 

Or  

The Early Years Childminding Team in Lewisham: Lorainewilliams@lewisham.gov.uk 02083146126 

Confiden&ality  

Any informa:on regarding your child or your family, given to any member of staff at the seHng either 
verbally or in wri:ng, will be treated as confiden:al. 

Parents will have access to their own child's records but not to others. All documenta:on rela:ng to your 
child is stored securely online using the Baby's Days system, which is not accessible to any other party. 

We will not discuss your child with others unless we have permission from you, for example to take your 
baby to be weighed by the Health Visitor. We will however divulge confiden:al informa:on to Social 
Services and to Ofsted if we have any concerns that your child is being abused. Please see our Child 
Protec:on Policy. 



You will also find out confiden:al informa:on about us and our family during the course of our working 
rela:onship and we would be grateful if you too would respect my family's confiden:ality and not repeat 
what you may have been told to other par:es. 

This is the basis of a professional and trusgul rela:onship to enable your child to thrive in our care. 

Equal Opportuni&es 

In line with the EYFS 2014 with requirement 3.67 we will have in place arrangements to support children 
with SEN or disabili:es. This is in response to the new SEND Code of Prac:ce 

We give all children in our care the opportunity to reach their full poten:al. Some:mes this means adap:ng 
an ac:vity to the child's ability and stage of development, providing addi:onal resources or giving one child 
more a[en:on and support than others during a par:cular ac:vity or rou:ne. 

All children in our care are given the opportunity to play and work with all the toys and materials (subject to 
health and safety with children under 3 years of age). No toys/materials are just for girls or just for boys. We 
try to ensure our toys/materials reflect posi:ve images of children and people from different cultures and 
with different abili:es. We have toys and resources that challenge stereotypical ideas on what careers are 
open to men and women. 

No child in our care will be discriminated against in anyway, whether for their skin colour, culture, gender, 
ability or religion. We will challenge any remarks that we feel are inappropriate and educate the children 
correctly surrounding this. 

We encourage the children in our care to learn more about their own culture and to find out about the 
culture and religions of other children. We do this in a fun way through sharing books, experiences, 
colouring sheets, cooking and ea:ng food from around the world and celebra:ng special fes:vals. We will 
provide resources such as woks and chops:cks, dressing up clothes and mul:cultural skin tone crayons and 
pencils. 

We encourage the children to develop a healthy respect of each other’s differences and to value everyone 
as an individual. 

We encourage Parents to share with us any fes:vals, special occasions or artefacts, which may enhance the 
children's learning and understanding. 

We are aware that some children may have special needs and to be proac:ve in ensuring that appropriate 
ac:on is taken when a child is iden:fied as having special needs or starts in our care. We must promote the 
welfare and development of the child in partnership with parents and other relevant agencies.  

We have, therefore, put the following procedures in place:  

If we think a child in our care has a special need we will:  

Keep observa:onal notes.  

Share these with the child's parents.  

Discuss what support is available.  

Keep all ma[ers confiden:al.  



If we are caring for a child with special needs, we will include them by:  

Valuing and acknowledging children's individuality and help them to feel good about themselves.  

Seek informa:on from parents about the child's rou:nes, likes and dislikes.  

Adap:ng ac:vi:es to enable children with special needs to take part.  

Arrange access to specialist equipment if needed.  

Consider any risk factors.  

Encourage children's confidence and independence.  

We will work in partnership with parents and discuss:  

Agencies that are also involved in the child's support and care.  

Equipment that the child may need.  

Advice or support that will help us to provide the best care possible for their child.  

We will consider how we can ensure the privacy of a child with special needs whilst con:nuing to supervise 
other children in our care. 

Fire and Emergency Evacua&on  

In order to keep the children and ourselves safe we have developed the following procedure in the event of 
an emergency. 

This may be as a result of a fire, flooding, gas leak, terrorist a[ack or na:onal emergency etc. 

The children will regularly prac:ce the emergency evacua:on procedure in our seHng with us so they will 
not be alarmed in the event of a situa:on being real. Prac:ces will be carried out on different days of the 
week to ensure all children prac:ce and the details recorded in the evacua:on log. 

Sound the alarm. 

Evacuate the children using the safest and nearest exit available (Babies and toddlers will be carried to 
safety) 

The following informa:on will be taken: 

Evacua:on bag. 

A[endance Record for the day. 

Contact numbers. 

Mobile phone. 

Special Medica:ons 

Assemble at the safe zone point as previously agreed. 



Contact the emergency services. 

Comfort and reassure the children. 

Arrange a safe place for the children to stay un:l parents can collect them. 

Follow the instruc:ons of the Emergency Services. 

Do not return to the building un:l the Emergency Services have declared it safe to do so. 

Smoke detectors are fi[ed in our seHng and are regularly tested, maintained and the details recorded 
within the daily checklist sec:on on the Baby's Days system. 

Health and Safety 

The Health and Safety of your child is very important to us and we have, therefore, documented the 
following procedures that we have in place to support this. 

All toys and materials will be checked and cleaned regularly to ensure they are safe for your child to use. 
Any broken or hazardous toys/materials will be removed immediately. Children will only be offered toys and 
resources that are suitable for their age/stage of development 

We do a quick risk assessment of our premises every morning before the children arrive to ensure that it is 
a safe environment for the children 

All equipment will be checked and cleaned regularly. All equipment is fi[ed with the correct safety 
harnesses to prevent accidents, for example highchair and pushchairs. 

Car seats are checked regularly to ensure they are correctly fi[ed. We will never use a second hand car seat, 
as we do not know its history. 

Our car is a 2017 plate and will have a yearly service and MOT. We keep the safety locks on the back doors 
working. Our car insurance is for Business use. 

We use safety equipment appropriate for the children in our care, ie: hallway gate, locks etc. These are 
checked regularly. 

We have procedures in place in the event of a fire (see separate policy). 

We keep our kitchen area very clean, following hygiene guidelines on the storing of food, keeping the fridge 
at the correct temperature etc.  

We ensure that the children do not have access to any waste, the bins are emp:ed daily and any used 
nappies are double wrapped and placed in the outdoor rubbish bin. 

Used Terry nappies when used in my seHng are placed in a secure waste bin un:l collec:on day. 

We do not permit smoking on our premises 

We follow strict hygiene guidelines to prevent contamina:on (see separate policy). 

We have strict Child protec:on guidelines in place (see separate policy). 

We have emergency contact details with us at all :mes should we need to contact parents. 



We will work with you to teach the children about safety issues like crossing the road and stranger danger. 

We will work with you to teach the children about making healthy food choices and physical exercise. 

Sleeping children will be con:nually monitored as well. 

We discourage the children from keeping 'secrets'. 

We will restrain a child if they are puHng themselves or others in danger, for example running into a road. 

Head Lice - No Child will be excluded from our care unless treatment is not sought to help rid the said child 
of head lice, or that the child in ques:on becomes overly infested and extra treatment needs to be sought 
we ask that all children and parents are sensi:ve and understanding towards the child. It is not their fault 
they have head lice.  

Please inform us immediately if you have discovered that your child has head lice.  

Sun Protec:on - We will do everything we can, working in partnership with you, to ensure that your child is 
protected from the sun's rays and for this reason will need you to provide us with:  

Sun Cream suitable for your child (high factor).  

Sun hat (preferably a legionnaires hat to protect the neck).  

A thin top/cardigan/t-shirt with long sleeves.  

We will ensure that your child uses the sun cream that you have provided and wears their hat. We will also 
avoid spending prolonged periods of :me outdoors during the ho[est part of the day, and when out will try 
and protect your child by finding shady areas and using a sunshade on the pushchair. We have jugs of water 
readily available for children to help themselves, we will encourage your child to drink water regularly to 
prevent dehydra:on.  

We will require you to sign a form giving me permission to apply the sun cream that you have provided. 

Swimming Pool - we have the following procedures in place:  

We will follow the guidelines of the pool regarding the ra:o of children to responsible adult.  

We will be in the pool at all :mes with the children.  

All non-swimmers must remain in the shallow end of the pool and wear armbands or a life vest which you 
must provide.  

Children will only be taken swimming once their parents have signed a swimming consent form.  

Children will be closely supervised in the changing rooms. 

If you have any concerns regarding the health and safety of your child please discuss them with us. 



Late Payment of fees 

We work as registered childcare professional we love caring for children, teaching them and suppor:ng 
their development, it is our chosen career and business. Like you, we too have bills and expenses to meet 
each month and, therefore, require a regular income. We would be grateful if you could ensure that you are 
prompt in paying your monthly/weekly invoice. 

If we have not received payment within seven days of the due date, we will issue you with a polite 
reminder. If we have s:ll not received payment by the 10th day following the original invoice we will reserve 
the right to make an addi:onal charge 'Late payment Fee' as per our contract to cover any bank charges we 
may have incurred. If at this point we s:ll have not received payment we reserve the right to cease minding 
your child with immediate effect and seek legal advice from the Na:onal Childminding Associa:on's 
Solicitors, this may result in you being summoned to a[end a hearing at County Court and if the judge finds 
in our favour you will also be liable to the Court for costs. 

If you have had a change in personal circumstances and are now struggling to make payments, please let us 
know so we can make suitable arrangements. It may be that you are now en:tled to addi:onal funding 
through the Childcare element of the Working Tax Credit and other benefits. 

Raising Concerns 

We want to ensure that your child is cared for correctly and that you are confident in our own abili:es and 
the abili:es of our assistant(s) and students that a[end the seHng. 

It is, therefore, vital that we have a transparent culture within our childcare seHng where everyone feels 
able to raise any concerns they may have. 

If an assistant has any concerns regarding the way children are being cared for, concerns regarding the 
prac:ce of any of the Montessori teachers or any other assistants then they must report them via email to 
info@keylargomontessori.co.uk and/or verbally. 

All concerns raised will be taken seriously and fully inves:gated.  

If an assistant feels unable to discuss the ma[er with any of us, then they should refer the ma[er to Ofsted 
directly.  

Parents are encouraged to discuss any concerns they may have regarding their child's care with us. 
Alterna:vely, they are able to discuss them with Ofsted. Please see the Parents complaint policy. 

Smoking 

In accordance with the Safeguarding and Welfare Requirements we have a no smoking policy in our seHng 
and within the Community Center. 



No one is permi[ed to smoke in our seHng. Any staff who smoke will do so at least three houses away from 
the seHng and must wash their hands and mouth with appropriate washes before coming into contact with 
children 

We will not take the children into smoky environments and will avoid places that permit smoking wherever 
possible. 

Uncollected Children 

Dropping Off 

Please let us know in advance if you intend to arrive at a different :me from the contracted one. If you 
arrive unexpectedly early, we may not be ready to care for your child. If you are late, we may have to take 
children to school/pre-school and will not be able to wait for you. Please discuss with Sevim if you need to 
change your contracted hours. 

Collec&on 

We will only release your child from our care to adults who have permission to collect them. We will, 
therefore, need you to provide a list of people authorised to collect. It would be helpful (if they are not 
known to us) to include a descrip:on or a photograph to keep on file. 

In the event of an emergency, we can operate a password system where you can send someone not 
authorised to collect your child but who is able to give the password. Please discuss with us if you would like 
to use this system. 

It is important that you arrive at the contracted :me to collect your child. Even very young children learn 
our rou:ne and know when their parents are due. They can become distressed if you are late. We know 
some:mes delays are unavoidable, especially if you are relying on public transport. If you are delayed, for 
whatever reason please contact us on 02037545053 and let us know when you expect to arrive. We will 
normally be able to accommodate the addi:onal care as there are two of us. We will reassure your child 
that you are on the way and if necessary, organise addi:onal ac:vi:es. 

If we have not heard from you and you are very late, we will try to contact with you. We will also a[empt to 
contact the emergency numbers provided. If we are unable to contact with anyone at the close of our 
business, we will inform Social Services and follow their advice, at all :mes we will minimise any distress to 
your child.  

We reserve the right to make an addi:onal charge of £10.00 for every 10 minutes for late collec:on. 

Working in Partnership with Parents and Carers 

It is very important for your child that we work in partnership. This will give your child con:nuity of care and 
(s)he will not become confused with different standards of behaviour and boundaries.  

As parents you are the central adults in your child's life and the ones making decisions on their behalf. We 
will endeavour to work closely with you in order to carry out your wishes for your child wherever we can. It 
is, therefore, important that we have an excellent communica:on system. 



We appreciate that as a working Parent you will be in a rush to go to work in the mornings and in the 
evenings you may well be :red and need to go as quickly as possible, so we use the Baby's Days system for 
addi:onal communica:on with you, you will be able to read your child's diaries, view photographs and 
more on the system. 

We will complete this each day and it will include what your child has eaten, sleeps, ac:vi:es, nappies, 
milestones achieved etc. We would request that you login each day and advise us of anything that may be 
important for us to know, i.e.: if your child has had a disturbed sleep, is not feeling well or any other piece 
of informa:on that may help us to provide them with the best care we can. We are always happy to discuss 
your child and their care with you at any :me that is convenient to us both, whether in person or over the 
phone.  

We would also appreciate it if you could inform us if there are any changes to contact numbers for 
yourselves, including work and mobile numbers and those of your emergency contacts.  

As your child grows and develops issues will crop up that are very important for us to discuss in order that 
we can work together, and your wishes be incorporated into our care rou:ne for your child. These could 
include weaning, poHng training, managing behaviour, star:ng (pre-)school etc.  

If you wish for us to incorporate a special ac:vity into our rou:ne, perhaps a fes:val or religious holiday that 
you celebrate please let us know.  

If we have any concerns about your child's behaviour, development, ea:ng etc we will share them with you 
and if necessary, work with you to seek support from outside agencies.


