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Safeguarding Children Procedures

Procedure for Making a Safeguarding Referral:
(This procedure accompanies TOG’s Safeguarding Children Policy) 

· Any concern about a child’s welfare and safeguarding needs must be raised promptly and without delay to the Manager or Deputy for Safeguarding Children (Designated safeguarding Leads), (see Policy), so that an appropriate decision can be taken about any necessary course of action. 
· TOG has a procedure in place for responding to allegations made about a member of staff, volunteer or visitor at TOG. (See below).
· Staff must be prepared to challenge any actions or decisions made if they feel they have not been dealt with appropriately.
· Concerns will generally be discussed with parents unless doing so would place the child under significant risk of harm.
· The Duty Social Worker with Children’s Social Care team can give advice “in principle” (consultation line family front door for professionals), if appropriate and will not require details of the child at this stage.
· A watching brief may be the most appropriate action and TOG may, with parents’ permission, suggest referring the family to other support agencies initially.
· Where the evidence is clear and significant then a direct referral to the Children’s Social Care Team will be made by the Manager/Deputy.
· The Manager/Deputy must follow up the telephone referral with a written referral within 24 hours and must contact Somerset Direct again, if an acknowledgement of the referral is not received within 3 working days.
· The person making the referral must be prepared to provide basic information such as the child’s date of birth and address as well as providing any information on the child’s developmental needs and parent’s/carers capacity to respond to those needs.
· When making a referral, agree with the recipient what the parents will be told, when and by whom.
· The TOG team will contribute to the assessment process as appropriate and will provide support as requested following the outcome of the proceedings.

· The procedure for managing child protection incidents and allegations of child abuse is detailed on the flow chart attached to this procedure.
· If a child moves onto a new setting and child protection concerns have already been raised, it is the responsibility of the Manager or Deputy at TOG to liaise with the Manager or Deputy for child protection at the new setting or school, directly and not by email in the first instance.
· TOG will follow advice from ‘Working Together’ when sharing information.





Allegations against a Staff Member, Volunteer or Other Persons working with the children at TOG:

· TOG ensures that all staff and volunteers are suitable to work with young children via the enhanced disclosure and interview system.
· The deployment of staff and the organisation of rooms and rotas also mean that Staff and Volunteers are not on their own with children for any length of time. 
· Staff members must inform the Manager, the Deputy or the Chairperson of the Trustees, without delay, if they are concerned about inappropriate behaviour displayed by another member of staff or other person working with the children or if they think there is systematic or procedural failure. If the allegation is made about a visiting professional, then the Manager would contact their manager without delay and must follow up their actions. Where appropriate a referral to Somerset Direct Children and Young People’s Team (LADO) would be made. Support to parents will be provided and TOG will follow any advice given by Children’s Social Care.
· In addition, if TOG receives a written allegation about a staff member or volunteer, if would be the Trustee’s responsibility to respond to the allegation.
· The staff member, volunteer or visitor would be questioned about the incident and must answer the allegation immediately.  Witness statements will also be sought.
· Depending on the allegations the staff member or volunteer would be suspended or put on close supervision whilst the investigation was ongoing.
· A referral would be made to Somerset Direct Children and Young People’s Team (LADO) regarding the allegation and to Ofsted.
· If the result of the investigation was satisfactory then the person who made the allegation would be given a full explanation and no further action need be taken. The staff member or volunteer would return to work, if suspended.
· If the investigation by Children’s Social Care and/or Police was found to be true, then there would be an instant dismissal of the staff member.
· Relevant organisations would be informed including the Local Safeguarding Children Board, Ofsted and DBS.
· Parents would be kept informed throughout the procedure as advised by Somerset Direct Children and Young People’s Team and Ofsted.
· A written record would be kept.
· Parents are informed how to contact Ofsted if they have any safeguarding concerns which is displayed in TOG’s foyer and this can be talked through with parents if needed.

Critical incident

Tog ensures there is always a first aid box accessible with appropriate content for use with children. We keep a written record of accidents or injuries and first aid treatment. We inform parents and/or carers of any accident or injury sustained by the child on the same day as, or as soon as reasonably practical after, and of any first aid treatment given. 



· We must notify Ofsted of any serious accident, illness or injury to, or death of, any child while in our care, and of the action taken. 
· TOG must notify the Local Environmental Health Team and/or RIDDOR on 0345 300 9923 of any serious injury or death to either adults or children on the premises.

Notification must be made as soon as is reasonably practical, but in any event within 14 days of the incident occurring. If we fail to comply with this requirement, we will be committing an offence. We must notify local child protection agencies of any serious accident or injury to, or the death of, any child while in our care, and must act on any advice from those agencies. 


Ofsted:

· It will be the Manager responsibility to notify Ofsted, without delay, of any allegations against an adult looking after children at TOG, whether the alleged incident took place on TOG’s premises or not.

Training

All staff receive annually safeguarding training through the cascade pack through the approved provider (SSCP) delivered by the DSL and deputy. 
The designated safeguarding lead (DSL) must provide support, advice and guidance to all practitioners and any other staff on an ongoing basis, and on any specific safeguarding issues as required. 

This policy will be reviewed annually/updated as and when needed

Last Review:
September 2026

For allegations against the setting or staff please contact the Local Authority Designated Officer (LADO) ON SOMERSET DIRECT 0300 123 2224.

Or notify the LADO of an allegation, an Allegations Reporting Form (ARF) will need to be completed and forwarded to Somerset Direct: sdinputters@somerset.gov.uk
 


Chairperson and safeguarding lead:-…Alison Brown Julie Farmer-Labbe 
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