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1. Safeguarding children, young people and vulnerable adults 

 

Policy statement 
 
The coaches and committee of the South West Tigers Junior Triathlon Club will work with 

children, parents and the community to ensure the rights and safety of children, young 

people* and vulnerable adults.  

 

Procedures 
 
We are committed to building a 'culture of safety' in which children, young people and 

vulnerable adults are protected from abuse and harm in all areas of our service delivery. 

 

§ Our designated person (a member of staff) who co-ordinates child, young person and 

vulnerable adult protection issues is: Leanne Weston 

§ The designated person understands LSCB safeguarding procedures, attends relevant 

LSCB training at least every two years and refreshes their knowledge of safeguarding 

at least annually. 

§  We ensure all officers and coaches are understand our safeguarding policies and 

procedures and that parents are made aware of them too. 

§ All officers and coaches have an up-to-date knowledge of safeguarding issues, are 

alert to potential indicators and signs of abuse and neglect and understand their 

professional duty to ensure safeguarding and child protection concerns are reported 

to the local authority children’s social care team or the NSPCC. They receive updates 

on safeguarding at least annually. 

§ All coaches are clearly informed that the positions are exempt from the Rehabilitation 

of Offenders Act 1974. 

§ Enhanced criminal records and barred lists checks and other suitability checks are 

carried out for al coaches and officers, to ensure that no disqualified person or 

unsuitable person has access to the children. 

§ Information is recorded about staff qualifications, and the identity checks and vetting 

processes that have been completed including: 

- the criminal records disclosure reference number; 

- the date the disclosure was obtained; and 

- details of who obtained it. 



§ All staff and volunteers are informed that they are expected to disclose any convictions, 

cautions, court orders or reprimands and warnings which may affect their suitability to 

work with children (whether received before or during their involvement with us). 

§ All coaches and officers are required to notify us if anyone in their household (including 

family members, lodgers, partners etc.) has any relevant convictions, cautions, court 

orders, reprimands or warnings or has been barred from, or had registration refused or 

cancelled in relation to any childcare provision or have had orders made in relation to 

care of their children. 

§ We notify the Disclosure and Barring Service of any person who is dismissed from our 

group, or resigns in circumstances that would otherwise have led to dismissal for 

reasons of a child protection concern. 

§ Steps are taken to ensure children are not photographed or filmed on video for any other 

purpose than to record their participation in events organised by us. Parents sign a 

consent form and have access to records holding visual images of their child. 

§ Any personal information is held securely and in line with data protection requirements 

and guidance from the ICO. 

§ We keep a written record of all complaints and concerns including details of how they 

were responded to. 

§ We ensure that robust risk assessments are completed, that they are seen and signed 

by all relevant staff and that they are regularly reviewed and updated, in line with our 

health and safety policy. 

 

We are committed to responding promptly and appropriately to all incidents, allegations or 

concerns of abuse that may occur and to work with statutory agencies in accordance with 

the procedures that are set down in 'What to do if you’re worried a child is being abused' 

(HMG, 2015) and the Care Act 2014. 

 

Responding to suspicions of abuse 

§ We acknowledge that abuse of children can take different forms - physical, emotional, 

and sexual, as well as neglect. 

§ We ensure that all staff have an understanding of the additional vulnerabilities that arise 

from special educational needs and/or disabilities, plus inequalities of race, gender, 

language, religion, sexual orientation or culture, and that these receive full consideration 

in relation to child, young person or vulnerable adult protection. 

§ When children are suffering from physical, sexual or emotional abuse, or experiencing 

neglect, this may be demonstrated through: 

- significant changes in their behaviour; 



- deterioration in their general well-being; 

- their comments which may give cause for concern, or the things they say (direct or 

indirect  

- disclosure); 

- changes in their appearance, their behaviour, or their play; 

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

- any reason to suspect neglect or abuse outside the setting. 

§ We are aware of the ‘hidden harm’ agenda concerning parents with drug and alcohol 

problems and consider other factors affecting parental capacity and risk, such as social 

exclusion, domestic violence, radicalisation, mental or physical illness and parent’s 

learning disability. 

§ We are aware that children’s vulnerability is potentially increased when they are privately 

fostered and when we know that a child is being cared for under a private fostering 

arrangement, we inform our local authority children’s social care team. 

§ We are aware of other factors that affect children’s vulnerability that may affect, or may 

have affected, children and young people using our provision, such as abuse of children 

who have special educational needs and/or disabilities; fabricated or induced illness; 

child abuse linked to beliefs in spirit possession; sexual exploitation of children, including 

through internet abuse; Female Genital Mutilation and radicalisation or extremism. 

§ In relation to radicalisation and extremism, we follow the Prevent Duty guidance for 

England and Wales published by the Home Office and LSCB procedures on responding 

to radicalisation. 

§ The designated person completes online Channel training, online Prevent training and 

attends local WRAP training where available to ensure they are familiar with the local 

protocol and procedures for responding to concerns about radicalisation. 

§ We also make ourselves aware that some children and young people are affected by 

gang activity, by complex, multiple or organised abuse, through forced marriage or 

honour based violence or may be victims of child trafficking. While this may be less likely 

to affect young children in our care, we may become aware of any of these factors 

affecting older children and young people who we may come into contact with. 

§ Where we believe that a child in our care or that is known to us may be affected by any 

of these factors we follow the procedures below for reporting child protection concerns 

and follow the LSCB procedures. 

§ We refer concerns to the local authority children’s social care team and co-operate fully 

in any subsequent investigation. NB in some cases this may mean the police or another 

agency identified by the Local Safeguarding Children Board.  



§ We take account of the need to protect young people aged 16-19 as defined by the 

Children Act 1989. This may include students or school children on work placement, 

young employees or young parents. Where abuse is suspected, we follow the procedure 

for reporting any other child protection concerns. The views of the young person will 

always be taken into account, but the setting may override the young person’s refusal to 

consent to share information if it feels that it is necessary to prevent a crime from being 

committed or intervene where one may have been, or to prevent harm to a child or adult. 

Sharing confidential information without consent is done only where not sharing it could 

be worse than the outcome of having shared it. 

§ All staff are also aware that adults can also be vulnerable and know how to refer adults 

who are in need of community care services. 

§ We have a whistleblowing policy in place. 

§ Staff/volunteers know they can contact the organisation Public Concern at Work for 

advice relating to whistleblowing; if they feel that the organisation has not acted 

adequately in relation to safeguarding they can contact the NSPCC whistleblowing 

helpline. 

 

Recording suspicions of abuse and disclosures 

§ Where a child makes comments to an officer that give cause for concern (disclosure), or 

am officer observes signs or signals that give cause for concern, such as significant 

changes in behaviour; deterioration in general well-being; unexplained bruising, marks or 

signs of possible abuse or neglect; that officer: 

- listens to the child, offers reassurance and gives assurance that she or he will take 

action; 

- does not question the child, although it is OK to ask questions for the purposes of 

clarification; 

- makes a written record that forms an objective record of the observation or disclosure 

that includes: the date and time of the observation or the disclosure; the exact words 

spoken by the child as far as possible; the name of the person to whom the concern 

was reported, with the date and time; and the names of any other person present at 

the time. 
§ Where the Local Safeguarding Children Board stipulates the process for recording and 

sharing concerns, we include those procedures alongside this procedure and follow the 

steps set down by the Local Safeguarding Children Board. 

 

Making a referral to the local authority children's social care team 



§ Any referrals to the local authority social care team is made following the guidance as 

stated on LSCB flow chart. 

 

Allegations against staff 

§ We ensure that all parents know how to complain about the behaviour or actions of our 

volunteers, which may include an allegation of abuse. 

§ We respond to any inappropriate behaviour displayed by our officers, which includes: 

- inappropriate sexual comments; 

- excessive one-to-one attention beyond the requirements of their usual role and 

responsibilities, or inappropriate sharing of images. 

§ We follow the guidance of the Local Safeguarding Children Board when responding to 

any complaint that an officer, has abused a child. 

§ We ensure that all officers know how to raise concerns about another volunteer. We 

respond to any concerns raised by volunteers who know how to escalate their concerns 

if they are not satisfied with our response 

§ We respond to any disclosure by children or staff that abuse by an officer, may have 

taken, or is taking place, by first recording the details of any such alleged incident. 

§ We refer any such complaint immediately to the Local Authority Designated Officer 

(LADO) to investigate and/or offer advice: 

§ We also report any such alleged incident to British Triathlon. 

§ We co-operate entirely with any investigation carried out by children’s social care in 

conjunction with the police. 

 

 

Confidentiality 

§ All suspicions and investigations are kept confidential and shared only with those who 

need to know. Any information is shared under the guidance of the Local Safeguarding 

Children Board. 

 

 
Legal framework 
 

Primary legislation 

§ Children Act (1989 s47) 

§ Protection of Children Act (1999) 

§ The Children Act (2004 s11)  

§ Safeguarding Vulnerable Groups Act (2006) 



§ Childcare Act (2006) 

 

Secondary legislation 

§ Sexual Offences Act (2003) 

§ Criminal Justice and Court Services Act (2000) 

§ Equality Act (2010) 

§ Data Protection Act (1998)  

§ Childcare (Disqualification) Regulations (2009) 

§ Children and Families Act (2014) 

§ Care Act (2014) 

§ Serious Crime Act (2015) 

§ Counter-Terrorism and Security Act (2015) 

 

*A ‘young person’ is defined as 16 to 19 years old – in our setting they may be a student, 

worker, volunteer or parent. 

 

 

 

 

2. Uncollected child 
 
Policy statement 

 
In the event that a child is not collected by an authorised adult by their expected collection 

time, we put into practice agreed procedures. The child will receive a high standard of care 

in order to cause as little distress as possible. 

 

We inform parents/carers of our procedures so that, if they are unavoidably delayed, they 

will be reassured that their children will be properly cared for. 

 
Procedures 

 
§ Parents are asked to provide the following specific information when their child starts 

attending our setting, which is recorded on our Registration Form: 



- Home address and telephone number - if the parents do not have a telephone, an 

alternative number must be given, perhaps a neighbour or close relative. 

- Place of work, address and telephone number (if applicable). 

- Mobile telephone number (if applicable). 

- Names, addresses, telephone numbers and signatures of adults who are authorised 

by the parents to collect their child from the setting, for example a childminder or 

grandparent. 

- Who has parental responsibility for the child. 

- Information about any person who does not have legal access to the child. 

§ On occasions when parents are aware that they will not be at home or in their usual 

place of work, they inform us in writing of how they can be contacted. 
§ On occasions when parents, or the persons normally authorised to collect the child, are 

not able to collect the child, they provide us with written details of the name and 

telephone number of the person who will be collecting their child. We use a password 

system to enable us to identify the person who is to collect their child. 
§ Parents are informed that if they are not able to collect the child as planned, they must 

inform us so that we can begin to take back-up measures. Our contact telephone 

number is ……….  
§ If a child is not collected at their expected collection time, we follow the procedures 

below: 

- The child’s file is checked for any information about changes to the normal collection 

routines. 

- If no information is available, parents/carers are contacted at home or at work. 

- If this is unsuccessful, the adults who are authorised by the parents to collect their 

child - and whose telephone numbers are recorded on the Registration Form - are 

contacted. 

- All reasonable attempts are made to contact the parents or nominated carers. 

- The child does not leave the premises with anyone other than those named on the 

Registration Form or in their file. 

- If no-one collects the child within one hour of their expected collection time and there 

is no-one who can be contacted to collect the child, we apply the procedures for 

uncollected children. 

- We contact the local authority children’s social care team: 

- Or the out of hours duty officer (where applicable): 

- The child stays at the setting in the care of two of our fully-vetted workers, one of 

whom will be our manager or deputy manager/for childminding provision until the 

child is safely collected either by the parents or by a social care worker. 



- Social care will aim to find the parent or relative. If they are unable to do so, the child 

will become looked after by the local authority. 

- Under no circumstances will we go to look for the parent, nor leave the setting 

premises with the child. 

- We ensure that the child is not anxious and we do not discuss our concerns in front 

of them. 

- A full written report of the incident is recorded in the child’s file. 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

3. Missing child 
 
Policy statement 
 

Children’s safety is our highest priority. Every attempt is made, to ensure the security of 

children is maintained at all times. In the unlikely event of a child going missing, our missing 

child procedure is followed. 

 



Procedures 
Child going missing on the premises 

§ As soon as it is noticed that a child is missing, the head coach is alerted. 

§ The register is checked to make sure no other child has also gone astray. 

§ Our coaches will carry out a thorough search of the building and garden.  

§ If the child is not found after 15 minutes, the coach calls the police immediately and 

reports the child as missing. If it is suspected that the child may have been abducted, the 

police are informed of this. 

§ The parent(s) are then called and informed. 

§ A recent photo and a note of what the child is wearing is given to the police.  

§ Our head coach talks to our volunteers to find out when and where the child was last 

seen and records this. 

 

Managing people 

§ Missing child incidents are very worrying for all concerned. Part of managing the incident 

is to try to keep everyone as calm as possible. 

§ They may be the understandable target of parental anger and they may be afraid. Our 

manager ensures that any staff under investigation are not only fairly treated, but receive 

support while feeling vulnerable. 

§ The other children are also sensitive to what is going on around them. They too may be 

worried. Our remaining staff caring for them need to be focused on their needs and must 

not discuss the incident in front of them. They should answer children’s questions 

honestly, but also reassure them. 

§ In accordance with the severity of the final outcome, our staff may need counselling and 

support. If a child is not found, or is injured, or worse, this will be a very difficult time. Our 

chair will use their discretion to decide what action to take. 

§ Our staff must not discuss any missing child incident with the press without taking 

advice. 

 

 

 

 

4. Online safety (Inc. mobile phones and cameras) 
 

Policy statement 
 



We take steps to ensure that there are effective procedures in place to protect children, 

young people and vulnerable adults from the unacceptable use of Information 

Communication Technology (ICT) equipment or exposure to inappropriate materials in the 

setting.  
 
Procedures 
 
§ Our designated person responsible for co-ordinating action taken to protect children is: 

Leanne Weston 

 

 
Cameras and videos 

§ Photographs and recordings of children are only taken for valid reasons i.e. to record 

achievements, with permission received by parents/ 

§ Where parents request permission to photograph or record their own children at special 

events, general permission is gained from all parents for their children to be included. 

Parents are advised that they do not have a right to photograph anyone else’s child or to 

upload photos of anyone else’s children. 

§ If photographs of children are used for publicity purposes, parental consent must be 

given and safeguarding risks minimised, for example, ensuring children cannot be 

identified by name or through being photographed in a sweatshirt with the name of their 

setting on it. 

 

 
 

5. Employment 
 
Policy statement 
 
We meet the Safeguarding and Welfare Requirements of the Early Years Foundation Stage, 

ensuring that our staff and volunteers are appropriately qualified, and we carry out checks 

for criminal and other records through the Disclosure and Barring Service (DBS) in 

accordance with statutory requirements. 

 

Procedures 
 



Vetting and staff selection 

§ We work towards offering equality of opportunity by using non-discriminatory procedures 

for staff recruitment and selection. 

§ All our staff have job descriptions, which set out their roles and responsibilities. 

§ We welcome applications from all sections of the community. Applicants will be 

considered on the basis of their suitability for the post, regardless of disability, gender 

reassignment, pregnancy and maternity, race, religion or belief, sexual orientation, sex, 

age, marriage or civil partnership. Applicants will not be placed at a disadvantage by our 

imposing conditions or requirements that are not justifiable. 

§ We follow the requirements of the Early Years Foundation Stage and Ofsted guidance 

on checking the suitability of all staff and volunteers who will have unsupervised access 

to children. This includes obtaining references and ensuring they have a satisfactory 

enhanced criminal records check with barred list(s) check through the DBS. This is in 

accordance with requirements under the Safeguarding Vulnerable Groups Act (2006) 

and the Protection of Freedoms Act (2012) for the vetting and barring scheme. 

§ Where an individual is subscribed to the DBS Update Service we carry out a status 

check of their DBS certificate, after checking their identity and viewing their original 

enhanced DBS certificate to ensure that it does not reveal any information that would 

affect their suitability for the post. 

§ We keep all records relating to the employment of our staff and volunteers; in particular 

those demonstrating that suitability checks have been done, including the date of issue, 

name, type of DBS check and unique reference number from the DBS certificate, along 

with details of our suitability decision.   

§ We require that all our staff and volunteers keep their DBS check up-to-date by 

subscribing to the DBS Update Service throughout the duration of their employment with 

us.   
§ Our staff are expected to disclose any convictions, cautions, court orders, reprimands 

and warnings which may affect their suitability to work with children – whether received 

before, or at any time during, their employment with us. 

§ We obtain consent from our staff and volunteers to carry out on-going status checks of 

the Update Service to establish that their DBS certificate is up-to-date for the duration of 

their employment with us. 

§ Where we become aware of any relevant information which may lead to the 

disqualification of an employee, we will take appropriate action to ensure the safety of 

children. In the event of disqualification, that person’s employment with us will be 

terminated. 

 



Notifying Ofsted of changes 

§  We inform Ofsted of any changes to our Registered Person 

(trustees/director(s)/owner(s) our provision) and/or our manager. 
 

Training and staff development 

§ Our manager and deputy hold the CACHE Level 3 Diploma for the Children and Young 

People’s Workforce or an equivalent qualification and at least half of our other staff 

members hold the CACHE Level 2 Certificate for the Children and Young People’s 

Workforce or an equivalent or higher qualification. 

§ We provide regular in-service training to all our staff - whether paid staff or volunteers - 

through the Pre-school Learning Alliance and external agencies. 

§ Our budget allocates resources to training. 

§ We provide our staff with induction training in the first week of their employment. This 

induction includes our Health and Safety Policy and Safeguarding Children and Child 

Protection Policy. Other policies and procedures are introduced within an induction plan. 

§ We support the work of our staff by holding regular supervision meetings and appraisals. 

§ We are committed to recruiting, appointing and employing staff in accordance with all 

relevant legislation and best practice. 

 

Staff taking medication/other substances 

§ If a member of staff is taking medication which may affect their ability to care for children, 

we ensure that they seek further medical advice. Our staff will only work directly with the 

children if medical advice confirms that the medication is unlikely to impair their ability to 

look after children properly. 

§ Staff medication on the premises will be stored securely and kept out of reach of the 

children at all times. 

§ If we have reason to believe that a member of our staff is under the influence of alcohol 

or any other substance that may affect their ability to care for children, they will not be 

allowed to work directly with the children and further action will be taken. 
 

Managing staff absences and contingency plans for emergencies 
§ Our staff take their holiday breaks when the setting is closed. Where a staff member may 

need to take time off for any reason other than sick leave or training, this is agreed with 

our manager with sufficient notice. 

§ Where our staff are unwell and take sick leave in accordance with their contract of 

employment, we organise cover to ensure ratios are maintained. 



§ Sick leave is monitored and action is taken where necessary, in accordance with the 

individual’s contract of employment. 

§ We have contingency plans to cover staff absences, as follows: 

- Staff members will report sickness/absence to the manager before 7:30am if possible 
or as soon thereafter as is practicable. 

- If the manager is unavailable, they must contact the chair person. 
- If chair person is unavailable, they must phone another member of staff or member of 

the management committee as soon as possible. 
- The manager/chair or other member of the management committee will be 

responsible for organising a suitable volunteer to stand in until the staff member 
returns to work. 

- The manager/chair will ensure that the stand in has a current enhanced DBS check 
and that all other checks regarding suitability have been carried out. 

 

This policy was adopted by Heddington Preschool  

On  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

 

10. First aid 
 
Policy statement 
 
We are able to take action to apply first aid treatment in the event of an accident involving a 

child or adult. At least one adult with a current first aid certificate is on the premises, or on an 

outing, at any one time. Newly qualified staff who achieved an early year’s qualification at 

level 2 or 3 on or after 30 June 2016 also have a paediatric first aid certificate in order to be 

counted in the adult: child ratios. The first aid qualification includes first aid training for 

infants and young children. We have evidence of due diligence when choosing first aid 

training and ensure that it is relevant to adults caring for young children. 

 

Procedures 
 
The first aid kit 
Our first aid kit is accessible at all times and contains the following items 

§ Triangular bandages (ideally at least one should be sterile) x 4. 

§ Sterile dressings: 

- Small x 3. 

- Medium x 3. 



- Large x 3. 

§ Composite pack containing 20 assorted (individually-wrapped) plasters x 1. 

§ Sterile eye pads (with bandage or attachment) e.g. No 16 dressing x 2. 

§ Container of 6 safety pins x 1. 

§ Guidance card as recommended by HSE x 1. 

 

In addition, the following equipment is kept near to the first aid box: 

§ 2 pairs of disposable plastic (PVC or vinyl) gloves. 

§ 1 plastic disposable apron. 

§ A children’s forehead ‘strip’ thermometer. 

§ A supply of ice is kept in the freezer. 

 

§ Information about who has completed first aid training and the location of the first aid box 

is provided to all our staff and volunteers.  

§ The first aid box is easily accessible to adults and is kept out of the reach of children. 

§ There is a named person in the setting who is responsible for checking and replenishing 

the first aid box contents. 

§ Medication is only administered in line with our Administering Medicines policy. 

§ In the case of minor injury or accidents, first aid treatment is given by a qualified first 

aider. 

§ In the event of minor injuries or accidents, we normally inform parents when they collect 

their child, unless the child is unduly upset or we have concerns about the injury. In 

which case we will contact the child’s parents for clarification of what they would like to 

do, i.e. whether they wish to collect the child and/or take them to their own GP. 

§ An ambulance is called for children requiring emergency treatment. We contact parents 

immediately and inform them of what has happened and where their child has been 

taken. 

§ Parents sign a consent form at registration allowing a member of staff to take their child 

to the nearest Accident and Emergency unit to be examined, treated or admitted as 

necessary on the understanding that they have been informed and are on their way to 

the hospital. 

§ Accidents and injuries are recorded in our accident record book and, where applicable, 

notified to the Health and Safety Executive, Ofsted and/or local child protection agencies 

in line with our Recording and Reporting of Accident and Incidents Policy. 

 
Legal framework 
 



§ Health and Safety (First Aid) Regulations (1981) 

 

Further guidance 
 
§ First Aid at Work: Your questions answered (HSE Revised 2009) 

§ Basic Advice on First Aid at Work (HSE Revised 2008) 

§ Guidance on First Aid for Schools (DfEE) 

 

This policy was adopted by Heddington Preschool  

On  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  
Name of signatory  
Role of signatory (e.g. chair, director or 

owner) 
 

15. Recording and reporting of accidents and incidents 
 

Policy statement 
 
We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences 

Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters 

or behavioural incidents between children are not regarded as incidents and there are 

separate procedures for this. 

 

Procedures 
 
Our accident book: 

- is kept in a safe and secure place; 

- is accessible to our staff and volunteers, who all know how to complete it; and 

- is reviewed monthly to identify any potential or actual hazards. 

 

Reporting accidents and incidents 

§ Ofsted is notified as soon as possible, but at least within 14 days, of any instances which 

involve: 

- food poisoning affecting two or more children looked after on our premises 



- a serious accident or injury to, or serious illness of, a child in our care and the action 

we take in response 

- the death of a child in our care 

§ Local child protection agencies are informed of any serious accident or injury to a child, 

or the death of any child, while in our care and we act on any advice given by those 

agencies. 

§ Any food poisoning affecting two or more children or adults on our premises is reported 

to the local Environmental Health Department. 

§ We meet our legal requirements in respect of the safety of our employees and the public 

by complying with RIDDOR. We report to the Health and Safety Executive (HSE): 

- Any work-related accident leading to an injury to a member of the public (child or 

adult), for which they are taken directly to hospital for treatment. 

- Any work-related accident leading to a specified injury to one of our employees. 

Specified injuries include injuries such as fractured bones, the loss of consciousness 

due to a head injury, serious burns or amputations. 

- Any work-related accident leading to an injury to one of our employees which results 

in them being unable to work for seven consecutive days. All work-related injuries 

that lead to one of our employees being incapacitated for three or more days are 

recorded in our accident book. 

- When one of our employees suffers from a reportable occupational disease or illness 

as specified by the HSE. 

- Any death, of a child or adult, that occurs in connection with a work-related accident. 

- Any dangerous occurrences. This may be an event that causes injury or fatalities or 

an event that does not cause an accident, but could have done; such as a gas leak. 

- Information for reporting incidents to the Health and Safety Executive is provided in 

the Pre-school Learning Alliance's Accident Record publication. Any dangerous 

occurrence is recorded in our incident book (see below). 

 

Incident book 

§ We have ready access to telephone numbers for emergency services, including the local 

police. Where we are responsible for the premises we have contact numbers for the gas 

and electricity emergency services, and a carpenter and plumber. Where we rent 

premises we ensure we have access to the person responsible and that there is a 

shared procedure for dealing with emergencies. 
§ We ensure that our staff and volunteers carry out all health and safety procedures to 

minimise risk and that they know what to do in an emergency. 



§ On discovery of an incident, we report it to the appropriate emergency services – fire, 

police, ambulance – if those services are needed. 
§ If an incident occurs before any children arrive, our manager risk assesses this situation 

and decides if the premises are safe to receive children. Our manager may decide to 

offer a limited service or to close the setting. 
§ Where an incident occurs whilst the children are in our care and it is necessary to 

evacuate the premises/area, we follow the procedures in our Fire Safety and Emergency 

Evacuation Policy or, when on an outing, the procedures identified in the risk 

assessment for the outing. 

§ If a crime may have been committed, we ask all adults witness to the incident make a 

witness statement including the date and time of the incident, what they saw or heard, 

what they did about it and their full name and signature. 
§ We keep an incident book for recording major incidents, including some of those that that 

are reportable to the Health and Safety Executive as above. 
§ These incidents include: 

- a break in, burglary, or theft of personal or our setting's property 

- an intruder gaining unauthorised access to our premises 

- a fire, flood, gas leak or electrical failure 

- an attack on an adult or child on our premises or nearby 

- any racist incident involving families or our staff on the setting's premises 

- a notifiable disease or illness, or an outbreak of food poisoning affecting two or more 

children looked after on our premises 

- the death of a child or adult 

- a terrorist attack, or threat of one 
§ In the incident book we record the date and time of the incident, nature of the event, who 

was affected, what was done about it or if it was reported to the police, and if so a crime 

number. Any follow up, or insurance claim made, is also recorded. 

§ In the event of a terrorist attack, we follow the advice of the emergency services with 

regard to evacuation, medical aid and contacting children's families. Our standard Fire 

Safety and Emergency Evacuation Policy will be followed and our staff will take charge 

of their key children. The incident is recorded when the threat is averted. 
§ In the unlikely event of a child dying on our premises, through cot death in the case of a 

baby for example, the emergency services are called and the advice of these services 

are followed. 
§ The incident book is not for recording issues of concern involving a child. This is 

recorded in the child's own file. 

 



Common Inspection Framework 
§ As required under the Common Inspection Framework, we maintain a summary record 

of all accidents, exclusions, children taken off roll, incidents of poor behaviour and 

discrimination, including racist incidents, and complaints and resolutions. 

 

Legal framework 
§ Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 

1995 (As Amended) 

 

Further guidance 
 

§ Common Inspection Framework: Education, Skills and Early Years (Ofsted 2015) 

§ Early Years Inspection Handbook (Ofsted 2015) 

§ RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor 

 
This policy was adopted by Heddington Preschool  

On  (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  
Name of signatory  
Role of signatory (e.g. chair, director or 

owner) 
 

 

 

 
28. Valuing diversity and promoting inclusion and equality  
 
Policy statement 
 
We are committed to ensuring that our service is fully inclusive in meeting the needs of all 

children.  

 

We recognise that children and their families come from a wide range of backgrounds with 

individual needs, beliefs and values.  They may grow up in family structures that include one 

or two parents of the same or different sex.  Children may have close links or live with 



extended families of grandparents, aunts, uncles and cousins; while other children may be 

more removed from close kin, or may live with other relatives or foster carers. Some children 

come from families who experience social exclusion, severe hardship; discrimination and 

prejudice because of their ethnicity, disability and/or ability, the languages they speak, their 

religious or personal beliefs, their sexual orientation and marital status. Some individuals 

face discrimination linked to their gender and some women are discriminated against 

because of their pregnancy and maternity status. We understand that all these factors can 

affect the well-being of children within these families and may adversely impact on children’s 

learning, attainment and life outcomes.  

 

We are are committed to anti-discriminatory practice to promote equality of opportunity and 

valuing diversity for all children and families using our setting. We aim to: 

§ promote equality and value diversity within our service and foster good relations with the 

local community; 

§ actively include all families and value the positive contribution they make to our service; 

§ promote a positive non-stereotyping environment that promotes dignity, respect and 

understanding of difference in all forms; 

§ provide a secure and accessible environment in which every child feels safe and equally 

included; 

§ improve our knowledge and understanding of issues relating to anti-discriminatory 

practice, 

§ challenge and eliminate discriminatory actions on the basis of a protected characteristic 

as defined by the Equality Act (2010) namely: 

o  age; 

o gender; 

o gender reassignment; 

o marital status; 

o pregnancy and maternity; 

o race; 

o disability; 

o sexual orientation; and 

o religion or belief. 

§ where possible, take positive action to benefit groups or individuals with protected 

characteristics who are disadvantaged, have a disproportional representation within the 

service or need different things from the service. 

 
 



Procedures 
Admissions 

Our setting is open and accessible to all members of the community. 

 

§ We base our Admissions Policy on a fair system. 

§ We do not discriminate against a child or their family in our service provision, including 

preventing their entry to our setting based on a protected characteristic as defined by the 

Equality Act (2010).  

§ We advertise our service widely.  

§ We provide information in clear, concise language, whether in spoken or written form 

and provide information in other languages (where ever possible). 

§ We reflect the diversity of our community and wider society in our publicity and 

promotional materials. 

§ We provide information on our offer of provision for children with special educational 

needs and disabilities. 

§ We ensure that all parents are made aware of our Valuing Diversity and Promoting 

Inclusion and Equality Policy. 

§ We make reasonable adjustments to ensure that disabled children can participate 

successfully in the services and in the curriculum offered by the setting.  

§ We ensure, wherever possible, that we have a balanced intake of boys and girls in the 

setting.  

§ We take action against any discriminatory, prejudice, harassing or victimising behaviour 

by our staff, volunteers or parents whether by: 

- direct discrimination – someone is treated less favourably because of a protected 

characteristic e.g. preventing families of a specific ethnic group from using the 

service; 

- indirect discrimination – someone is affected unfavourably by a general policy e.g. 

children must only speak English in the setting; 

- discrimination arising from a disability – someone is treated less favourably because 

of something connected with their disability e.g. a child with a visual impairment is 

excluded from an activity; 

- association – discriminating against someone who is associated with a person with a 

protected characteristic e.g. behaving unfavourably to someone who is married to a 

person from a different cultural background; or 

- perception – discrimination on the basis that it is thought someone has a protected 

characteristic e.g. making assumptions about someone's sexual orientation. 



§ We will not tolerate behaviour from an adult who demonstrates dislike or prejudice 

towards individuals who are perceived to be from another country (xenophobia). 

§ Displaying of openly discriminatory xenophobic and possibly offensive or threatening 

materials, name calling, or threatening behaviour are unacceptable on, or around, our 

premises and will be dealt with immediately and discreetly by asking the adult to stop 

using the unacceptable behaviour and inviting them to read and to act in accordance 

with the relevant policy statement and procedure. Failure to comply may lead to the adult 

being excluded from the premises.  

Employment 

§ We advertise posts and all applicants are judged against explicit and fair criteria. 

§ Applicants are welcome from all backgrounds and posts are open to all. 

§ We may use the exemption clauses in relevant legislation to enable the service to best 

meet the needs of the community. 

§ The applicant who best meets the criteria is offered the post, subject to references and 

suitability checks. This ensures fairness in the selection process. 

§ All our job descriptions include a commitment to promoting equality, and recognising and 

respecting diversity as part of their specifications. 

§ We monitor our application process to ensure that it is fair and accessible. 

 

Training 

§ We seek out training opportunities for our staff and volunteers to enable them to develop 

anti-discriminatory and inclusive practices. 

§ We ensure that our staff are confident and fully trained in administering relevant 

medicines and performing invasive care procedures on children when these are 

required. 

§ We review our practices to ensure that we are fully implementing our policy for Valuing 

Diversity and Promoting Equality. 

 

Curriculum 

The curriculum offered in our setting encourages children to develop positive attitudes about 

themselves as well as about people who are different from themselves. It encourages 

development of confidence and self esteem, empathy, critical thinking and reflection. 

 

We ensure that our practice is fully inclusive by: 

§ creating an environment of mutual respect and tolerance; 

§ modelling desirable behaviour to children and helping children to understand that 

discriminatory behaviour and remarks are hurtful and unacceptable; 



§ positively reflecting the widest possible range of communities within resources; 

§ avoiding use of stereotypes or derogatory images within our books or any other visual 

materials; 

§ celebrating locally observed festivals and holy days; 

§ ensuring that children learning English as an additional language have full access to the 

curriculum and are supported in their learning;  

§ ensuring that disabled children with and without special educational needs are fully 

supported; 

§ ensuring that children speaking languages other than English are supported in the 

maintenance and development of their home languages 

 

We will ensure that Our environment is as accessible as possible for all visitors and service 

users. We do this by: 

§ undertaking an access audit to establish if the setting is accessible to all disabled 

children and adults. If access to the setting is found to treat disabled children or adults 

less favourably, then we make reasonable adjustments to accommodate the needs of 

disabled children and adults. 

§ fully differentiating the environment, resources and curriculum to accommodate a wide 

range of learning, physical and sensory needs. 

 

Valuing diversity in families 

§ We welcome the diversity of family lifestyles and work with all families. 

§ We encourage children to contribute stories of their everyday life to the setting. 

§ We encourage mothers, fathers and other carers to take part in the life of the setting and 

to contribute fully. 

§ For families who speak languages in addition to English, we will develop means to 

encourage their full inclusion. 

§ We offer a flexible payment system for families experiencing financial difficulties and 

offer information regarding sources of financial support. 

§ We take positive action to encourage disadvantaged and under-represented groups to 

use the setting. 

 

Food 

§ We work in partnership with parents to ensure that dietary requirements of children that 

arise from their medical, religious or cultural needs are met where ever possible. 

§ We help children to learn about a range of food, and of cultural approaches to mealtimes 

and eating, and to respect the differences among them. 



 

Meetings 

§ Meetings are arranged to ensure that all families who wish to may be involved in the 

running of the setting. 

§ We positively encourage fathers to be involved in the setting, especially those fathers 

who do not live with the child. 

§ Information about meetings is communicated in a variety of ways - written, verbal and 

where resources allow in translation – to ensure that all mothers and fathers have 

information about, and access to, the meetings. 

 

Monitoring and reviewing 

§ So that our policies and procedures remain effective, we monitor and review them 

annually to ensure our strategies meet our overall aims to promote equality, inclusion 

and to value diversity. 

§ We provide a complaints procedure and a complaints summary record for parents to 

see. 

 

 

Public Sector Equality Duty 

§ We have regard to the Duty to eliminate discrimination, promote equality of opportunity, 

foster good relations between people who share a protected characteristic and those 

who do not. 

 

Legal framework 
 

The Equality Act (2010) 

Children Act (1989) & (2004) 

Children and Families Act (2014) 

Special Educational Needs and Disabilities Code of Practice (2014)  

 
This policy was adopted by South West Tigers Junior 

Triathlon Club 

 

On 1st November 2017 (date) 

Date to be reviewed  (date) 

Signed on behalf of the provider  

Name of signatory  



Role of signatory (e.g. chair, director or 

owner) 

 

 

 


