Safeguarding Checklist for Day Care Providers

This checklist should be used as a tool to monitor, review and evaluate the policies and procedures in place within your childcare setting and to ensure maximum effectiveness in safeguarding the children in your care.

Name of childcare setting
…………………………………………………..

Address



…………………………………………………..






…………………………………………………..






…………………………………………………..






…………………………………………………..






…………………………………………………..






…………………………………………………..

Ofsted URN



…………………………………………………..

Named Manager


…………………………………………………..

Registered person/body

…………………………………………………..

Date audit completed

…………………………………………………..

Date reviewed


…………………………………………………..

This audit may be used as a self assessment and in preparation for your Ofsted inspection.

‘Achieving good outcomes for children’ requires all those with responsibility for assessment and the provision of services to work together according to an agreed plan of action.  Effective collaborative working requires professionals and agencies to be clear about.

· Their roles and responsibilities for safeguarding and promoting the welfare of children

· The purpose of their activity, what decisions are required at stage of the process and what are the intended outcomes for the child and their family members.

· The legislative basis for the work;

· The protocols and procedures to be followed, including the way in which information will be shared cross professional boundaries and within agencies and be recorded;

· Which agency, team or professional has lead responsibility, and the way in which children and other family members will be involved;

· Any timescales set down in regulations or Guidance which govern the completion of assessments, making plans and timing of reviews’.

What to do is you’re worried a child is being abused

· HM Government

DESIGNATED DUTIES

Each childcare setting is required to have a designated child protection co-ordinator.  This person has clearly identified roles and responsibilities in relation to safeguarding children.

Who is the Early Years designated Person (EYDP)? 
…………………………………………………………………………………………..

Is your designated EYDP a member of the Senior Management Team?   

YES/NO*

(the EYDP needs to have authority to commit resources on behalf of the setting)

Date of most recent training attended

…………………………………………………

Details of training attended (including the name of the training provider)

……………………………………………………………………………………………………………

…………………………………………………………………………………………………………….

Have any other staff attended designated child protection co-ordinator training?
YES/NO*

If so, please name ………………………………………………………………………………………

Date of most recent training attended
……………………………………………………………..

Details of training attended (including the name of the training provider)

………………………………………………………………………………………………………….....

……………………………………………………………………………………………………………..

What are the contingency arrangements if the designated child protection co-ordinator is not on duty? (holiday, sickness etc.)

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

* please delete as appropriate
EARLY YEARS STAFF (including volunteers)
What is the total number of staff within the setting including ancillary and support staff?  …..

How many of these staff have undertaken basic safeguarding training? ……
Please list staff who have undertaken safeguarding (Training should be undertaken every 3 years)

	Name
	Position Held
	Type of training

undertaken
	Date of training

undertaken

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EARLY YEARS STAFF continued

Is there at least one member of staff who has completed training 

Within the last 3 years in each room?





YES/NO*

Are all staff aware of the indicators of vulnerability?



YES/NO*

Are the settings safeguarding procedures included in new staff

induction programmes?







YES/NO*

Have staff signed to say they understand the procedures?


YES/NO*

Are staff able to implement policies and procedures in the absence?

of the EYDP?








YES/NO*

POLICIES AND PROCEDURES

Procedures

Does your setting have clearly identified procedures in place?

in the event of a concern about a child being raised?



YES/NO*

When were these procedures last reviewed?









…………………………..

Are the procedures reviewed annually?









…………………………..

Whose responsibility is it to review these procedures?

………………………………………………………………………………………….

…………………………………………………………………………………………..

What systems do you have in place to ensure that all staff are aware of and understand the settings safeguarding procedures?

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

What systems do you have in place to ensure that all parents are aware of and understand the settings safeguarding procedures?

…………………………………………………………………………………………..

…………………………………………………………………………………………..

………………………………………………………………………………………….

Are your procedures based on the government booklet “What to do is you’re

Worried a Child is being abused?





YES/NO*

Do you have at least one copy of this booklet (updated Dec 2006)?

YES/NO*

Do you have a copy of the Kent Safeguarding Children’s Board (KSCB)

Safeguarding Children Procedures Manual (November 2007)?


YES/NO*

Policies

Does your setting have a child protection policy?




YES/NO*

When was this policy last reviewed?










……………………..

Is the policy reviewed annually?










……………………..

Whose responsibility is it to review the policy?

……………………………………………………………………………………………………………

What procedures do you have in place to ensure that all staff are aware of and understand the settings safeguarding policy?

…………………………………………………………………………………………………………….

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

What procedures do you have in place to ensure that all parents are aware of and understand the settings safeguarding policy?

………………………………………………………………………………………………………….....

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

RECORDING KEEPING, RECORDING AND REFERRING

Are written records of all safeguarding/child welfare concerns maintained?
YES/NO*

Are referrals to Kent Contact & Assessment Service followed up in writing within 48 hours?









YES/NO*

Do you ensure records are kept confidential?




YES/NO*

Where are the records kept?

…………………………………………………………….

Is the place separate and secure?





YES/NO*

Are your record forms clearly signed and dated?




YES/NO*

Do they distinguish between fact, observation, allegation and opinion?

YES/NO*

Do they note the name, date, event, record of what was said and any action

taken and the reason why that decision was made?



YES/NO*

Do you monitor who has access to these records?



YES/NO*

How long are these records kept?






………………………………………………………….

(If not transferred we recommend they should be kept until the child reaches 25 years of old)

What happens to individual records once a child leaves the setting?

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

(Records should be transferred in a sealed envelope to the designated person at the new setting or school as appropriate with a signature to confirm information received).

Do your procedures include the contact details for Kent Contact & Assessment
Service  and the Area Children’s Officer?











YES/NO*
Do you have a copy of the Kent Child Protection Guidelines for Early

Years leaflet?





                                       YES/NO*

ALLEGATIONS OF ABUSE AGAINST STAFF

Does your setting have a clear procedure to be followed in the event of an allegation

being made against a member of staff or volunteer?



YES/NO*

Does this include the procedure to be followed if an allegation is made against the

Manager or owner of the setting?





YES/NO*

Are parents made aware of this procedure before their child is admitted to? 

day care?








YES/NO*

Are new staff informed of this procedure upon their induction?


YES/NO*

When was this procedure last reviewed? …………………………………………………………

Is the procedure reviewed annually?





YES/NO*

Whose responsibility is it to review this procedure?

…………………………………………………………………………………………………………….

Do you have a copy of the KSCB ‘Procedures for managing Allegations of abuse made

against people who work with children?





YES/NO*

Does your setting have a clear whistle blowing policy that all staff are aware of?
YES/NO*

SAFER RECRUITMENT AND VETTING OF STAFF

Do you keep records which include:

The name, home address and telephone number of the registered person and

every other person living or employed on the premises?



YES/NO*

The name, home address and telephone number of any other person who will

regularly have unsupervised contact with the children in the setting

YES/NO*

Are your records on staff, volunteers and committee members kept confidential?
YES/NO*

Who is responsible for ensuring that these records are accurate and up to date?

……………………………………………………………………………………………………………..

Do you have procedures for appointing new staff?



YES/NO*

Do you have documentation such as advertisements, job descriptions, person

specifications and application forms?





YES/NO*

Do you consider equal opportunities during the recruitment and interviewing process?
YES/NO*

Have any members of staff completed ‘Recruitment and selection training’?
YES/NO*

If so, who attended and when?

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

When appointing staff do you consider the following:-

Asking for evidence of qualification and experience



YES/NO*

Asking about an applicant’s knowledge of the National Standards, the welfare requirements of EYFS and the needs of children and equal opportunities?













YES/NO*

How do you ensure that the staff you employ are mentally and physically suitable to

care for children?

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

Do you ensure that each member of staff has an enhanced CRB check?

YES/NO*

Do you record the checks that have been taken upon each staff member,

student, volunteer, committee member?





YES/NO*

Do you have procedures for ensuring effective supervision of volunteers and

students?








YES/NO*

What arrangements do you have to ensure that people on site who have not been

checked are suitable to be around children e.g. suppliers, trades people etc.

……………………………………………………………………………………………………….........

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

ACTIONS TO BE TAKEN HAVING COMPLETED THE AUDIT

	Action identified
	Person responsible for

Completing action
	Action taken
	Date
	Signed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


USEFUL PUBLICATIONS AND WEBSITES

Required materials:

The Early Years Foundation Stage

www.everychildmatters.gov.uk
“What to do if you’re worried a child is being abused”

www.everychildmatters.gov.uk
KSCB Safeguarding Children procedures manual

www.kscb.org.uk
Additional materials:

Working Together

www.everychildmatters.gov.uk
Safe and Sound (Ofsted)

www.ofsted.gov.uk
Safeguarding Children and Safer Recruitment in Education

www.teachernet.gov.uk/publications
