


Roundabout After School Club 


SAFEGUARDING CHILDREN -GUIDELINES FOR STAFF


KEEP YOURSELF SAFE:

· Never be alone with a child

· Always be aware of your hands when with a child. Make sure your touches cannot be misunderstood.


WHEN A CHILD MAKES A DISCLOSURE TO YOU:


· Remain calm.

· Listen carefully.

· Reassure the child that they have done the right thing.

· Keep eye contact.

· Watch your body language and facial expressions.

· Don’t ask any questions except to clarify things, although it is better that you just allow the child to talk.

· Record everything you have been told accurately on the appropriate form. (Do not add your own thoughts or interpretations.)

· Put the date, the time and remember to sign it.

· Speak to the Manager / Senior Leader.

· Keep everything confidential between yourself and the Manager / Senior Leader.

· You will be included in any discussions about the incident, should you feel Children’s Services need to be contacted but everyone else disagrees then it is your duty to contact them yourself.

YOUR MAIN PRIORITY IS THE SAFETY OF THE CHILD





IF YOU SUSPECT PHYSICAL ABUSE:


· Don’t jump to conclusions.

· Keep calm.

· Observe as much as possible without this being obvious.

· Record only what you see on the appropriate form. (Not what you think it may be).
 
· Make sure it is obvious about what you have been told and by whom.

· Put the date, the time and remember to sign it.

· Speak to the Manager / Senior Leader.

· Speak to the parents if this is possible and log the explanation given by the parent/carers.



IF A MEMBER OF STAFF IS ACCUSED:


Any member of staff that suspects abuse by another worker or a child has made a disclosure they must immediately report this matter to the Manager (Designated Person for Safeguarding Children)

The Manager will take the member of staff to one side and inform them that there has been an allegation made against them. At no time will the Manager tell them any details.
They will be asked to go home and to have no contact with either the staff or the children from Roundabout until everything has been sorted to the satisfaction of the Committee and LADO. The Manager will contact the Chairperson of the Committee and they will then take all relevant action.


IF THE ALLIGATIONS ARE AGAINST THE MANAGER:


A Senior Leader will talk to the Manager and tell them an allegation had been made against them. They would ask another member of staff to stay with the Manager and ask them to have as little interaction with the children as possible. The Senior Leader would have to phone the Chairperson or other Committee member.

With a Senior Leader on site, the Manager would be asked to go home and to have no contact with either the staff or the children from Roundabout until everything has been sorted to the satisfaction of the committee and LADO. If for any reason a Senior Leader was not on site then the Manager would have to stay on the premises until a committee member arrived to take over all responsibilities. The committee will take all relevant action.

IF ANOTHER CHILD IS ACCUSED:


· The Manager/Senior Leader must be informed immediately.

· The accused and the child making the disclosure will be removed from all the other children at the club, but this will be done as discretely as possible.

· They will be kept away from one another and a separate Play Worker will be allocated to each child.
  
· The Playworkers will be informed that an incident has taken place and they need to keep the child occupied and away from the others until the Manager/Senior Leader is able to talk to them.  

· The Playworker will not mention the incident or ask any questions but will inform the Manager/Senior Leader if they are told anything at all.  

· They will be asked to record everything they have been told, accurately making sure they add the time, date and their signature.

· The Manager/Senior Leader will talk to both children.  They will not ask questions but will carefully listen to all that is said and record as soon as possible.

· If the Manager/Senior Leader suspects that an abuse has taken place, they will contact both sets of parents/carers. They will be asked to come to the club; they will reassure that their child is fine and well but that we do need to talk to them as soon as possible.  At the meeting they will be informed that it is our duty to phone the Children’s Services.

· The Manager/SeniorLeader will not discuss the matter over the phone.  


· While the Manager/Senior Leader is waiting for the parents/carers to arrive they will contact the Chairperson or other relative Committee member. Then they will record everything they have been told, as accurately as possible, not making assumptions or judgements.


Any childcare provider must ensure that all staff are fully trained in Safeguarding. Training should be made available to help staff to identify signs of possible abuse and neglect at the earliest opportunity, and to respond in a timely and appropriate way. Signs may include:


· Significant changes in a child’s behaviour.

· Deterioration in a child’s wellbeing.

· Unexplained bruising, marks or signs of possible abuse or neglect.

· A child’s comments, giving cause for concern.

· Any reason to suspect neglect or abuse outside the setting.

· Inappropriate behaviour displayed by any person who is in contact with the children.


All registered providers must inform Ofsted of any allegations of serious harm or abuse. It is an offence not to comply with this requirement.



All information must be kept confidential and only shared with the people that need to know. It must not be discussed with other members of staff.


Information will be shared on a need to know basis ONLY.
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