Daily Tasks to ensure Safeguarding of children											[image: ]
· Staff must ensure that they sign in when they arrive at the setting, and out when they leave. Staff must ensure they are wearing their staff badges at all times in the setting, if on the occasion you have not got your badge with you then you must collect a spare badge from the nursery / school office.
· Secure entry buzzer system – checked to make sure it is fully operational, and no issues with door entry system. If setting has intruder alarm this should be fully operational. 
· Drop off by parents / carers – staff to ensure child is signed in on register (including time of arrival), and any change to person collecting child to be recorded so staff are fully aware of their name and relationship to child. Change to person coming to collect child - operate password system. 
· If someone different is coming to collect a child, check name & password and if they do not know this then they are unable to leave with child. You will then need to confirm with parent, and request a question to be asked and description of person. After this has successfully been completed they can leave with child.
·  If someone turns up to collect a child, that nursery personnel have not been informed about, contact nursery / school office in case an emergency situation has arisen and parent has just called or in the case where they have forgotten to inform setting of change to person collecting child. Child should not be allowed to leave until this has been clarified; again in this situation it is good practice to follow password / question system before allowing them to leave with child.
· Signing in and out – children, staff and visitors, this must be carried out on a daily basis to ensure that everyone is accounted for, and not only for the purpose of safety & security procedures. Once a child is picked up they should be signed out in the register (including time of pick up). All visitors to setting should wear a visitor’s badge, which should be provided with on arrival at setting.
· Level of adult supervision maintained at all times - Keep ratios according to the Care Inspectorate. If there is a specific number of children who have gone outdoors, staff: child ratio should be as stated, ensuring staff are vigilant at all times.
· Regular head counts carried out to ensure all children are accounted for during different times of the session, especially during transition points of day – this should be the responsibility of more than one member of staff to allow for confirmation with numbers of children present.
· Handover sheets / communication log completed to ensure extended day children and staff shift details are communicated clearly as to events of the day, changes to pick up, accident/ incidents etc. (where applicable)
· Staff fully aware of their roles and responsibilities for overseeing the safety and security of children in attendance – everyone has a responsibility for the welfare of the children, therefore regular refreshers of child protection are a must!
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Safeguarding – Safety and Security Procedure
· Audit should be carried out on a daily basis regarding safety & security procedures – risk assessments completed on both indoor and outdoor environment – any identified risks should be reported immediately; for example this may be a latch on a gate which is faulty
· It should be the responsibility of all staff to regularly carryout head counts to ensure all children are accounted for whether indoors or in the outdoor environment
· Specific times for doing role calls at regular intervals – 9.30am after all children have arrived in setting, snack time, in preparation for lunch 
· All new staff, including supply staff should be made fully aware of settings emergency procedures – including ‘Missing Child’ procedure on arrival at the setting, fire drill procedures
· At no time should doors be held open by placing wedges in them; i.e. fire extinguishers or books
· Staff upon starting at setting should be taken through an induction; this is to ensure that they are fully informed of the procedures to take should there be an emergency situation; for example: fire drill, serious accident, or a missing child.
· Staff and children should be involved in a fire evacuation procedure (every term), so that they know what to do in the event of a real fire. Staff to be vigilant throughout to ensure all children are accounted for.
· Review of the settings policies and procedures should be carried out on a regular basis. 
· Secure entry buzzer system – checked to make sure it is fully operational, and no issues with door entry system. If setting has intruder alarm this should be fully operational. Unannounced checks to be carried out periodically to ensure alarm systems are working – these checks should be recorded as means of good practice.
· In the case of a ASN child, it is vitally important that regular discussions take place with the parent(s) / carer(s) to make any adjustments to their care plan, risk assessments
· Every ASN child should have their own individual risk assessment and Personal Emergency Evacuation Plan (PEEP).
· Regular meetings should take place with staff team to involve them in reviewing safety and security procedures to not only gauge their level of understanding of what this means; but also regarding the importance of everyone having responsibility to ensure all children are kept safe. This has to be added to the staff / team agenda as a standard item for staff / team meetings.
· Accidents which happen within the setting and classed as unforeseen events which result in a GP visit, a visit or referral to hospital, or an injury reportable under RIDDOR; must be reported to the Care Inspectorate through the Hub within 24 hours. 
· Parent to be contacted if child does not come into nursery and no phone call has been made to explain the reason why they are absent.
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Even when all precautions are properly observed, emergencies can still arise. Therefore members of staff will undertake periodic head counts, especially at the transition points (in addition to the registration procedures and policies of the setting). If for any reason a member of staff cannot account for a child’s whereabouts during a session, the following procedures must be adhered to:  
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Rationale for this: 
The Children and Young People (Scotland) 2014 – Part 18
Section 96 - (1) This section applies where under this Act a person requires to assess whether the wellbeing of a child or young person is being or would be —
(a) Promoted,
(b) Safeguarded,
(c) Supported,
(d) Affected, or
(e) Subject to an effect.
(2) The person is to assess the wellbeing of the child or young person by reference to the extent to which the child or young person is or, as the case may be, would be—
· Safe,
· Healthy,
· Achieving,
· Nurtured
· Active
· Respected,
· Responsible, and
· Included
Children and Young People (Scotland) Act 2014 (asp 8), Part 18—General, Page 62, 63. 
Getting it Right for Every Child – which links with section (2) above – SHANARRI wellbeing indicators.


UNCRC – United Nations Conventions on the Rights of the Child
Article 19 – I have the right to be protected from violence, abuse and being neglected by anyone who looks after me.
Article 24 – Children have the right to the best health care possible, clean water to drink, healthy food and a clean and safe environment. All		         adults and children should have information about how to stay safe and healthy.

Health and Social Care Standards, my support, my life:
· 1 – I experience high quality care and support that is right for me. 
1.2 My human rights are protected and promoted and I experience no discrimination.
1.3 If my independence, control of choice are restricted, this complies with relevant legislation and any restrictions are justified, kept to a minimum and carried out sensitively.
1.20 I am in the right place to experience the care and support I need and want.
· 2: I am fully involved in all decisions about my care and support
Wellbeing
2.24 I make informed choices and decisions about the risks I take in my daily life and am encouraged to take positive risks which enhance the quality of my life.
2.25 I am helped to understand the impact and consequences of risky and unsafe behaviour and decisions.

· 3 – I have confidence in the people who support and care for me.
Compassion
3.10 As a child or young person I feel valued, loved and secure.

Responsive care and support
3.14 I have confidence in people because they are trained, competent and skilled, are able to reflect on their practice and follow their professional and organisational codes.
3.15 My needs are met by the right number of people.
3.18 I am supported and cared for sensitively by people who anticipate issues and are aware of and plan for any known vulnerability or frailty.
3.19 My care and support is consistent and stable because people work together well.

Wellbeing
3.20 I am protected from harm, neglect, abuse, bullying and exploitation by people who have a clear understanding of their responsibilities.
3.21 I am protected from harm because people are alert and respond to signs of significant deterioration in my health and wellbeing, that I may be unhappy or may be at risk.
3.22 I am listened to and taken seriously if I have a concern about the protection and safety of myself or others, with appropriate assessments and referrals made
3.23 If I go missing, people take urgent action, including looking for me and liaising with the police, other agencies and people who are important to me.
3.24 If I might harm myself or others, I know that people have a duty to protect me and others, which may involve in contacting relevant agencies.
3.25 I am helped to feel safe and secure in my local community.

· 4 – I have confidence in the organisation providing my care and support
Dignity and respect
4.1 My human rights are central to the organisations that support and care for me.
4.2 The organisations that support and care for me help to tackle health and social inequalities.
Responsive care and support
4.11 I experience high quality care and support based on relevant evidence, guidance and best practice.
4.14 My care and support is provided in a planned and safe way, including if there is an emergency or unexpected event.
4.19 I benefit from a culture of continuous improvement, with the organisation having robust and transparent quality assurance processes.
Wellbeing
4.23 I use a service and organisation that are well led and managed.
4.24 I am confident that people who support and care for me have been appropriately and safely recruited.
· 5 – I experience a high quality environment if the organisation provides the premises
Wellbeing
5.17 My environment is secure and safe.
5.21 I am able to access a range of good quality equipment and furnishings to meet my needs, wishes and choices.
5.22 I experience an environment that is well looked after and clean, tidy, well maintained premises, furnishings and equipment.

Health and Safety at Work Act 1974
The Health and Safety at Work Act 1974, sets out clear details in relation to responsibilities of both your employer and you the ‘employee’.
Employer is responsible for:
· ensuring that the workplace is safe and is a healthy environment for people to work in
· considering the welfare of its employees
· providing training, safety equipment and written procedures
· undertake regular risk assessments
Employees are responsible for:
· Complying with health and safety policy and procedures.
· Keeping to safe working practices.
· Using any safety equipment that is provided / required.
In relation to health, safety and security policy and procedures, ignorance is not an excuse. We all have a duty of care for all people / children who access the setting. That is why it is vitally important that you keep refreshing yourself on the policies and procedures for your setting, it is good practice for specific policies to be discussed during staff meetings to ensure staff not only have read the policy; but also have understood it as well.


Care Inspectorate – Raising concerns in the workplace
This guidance was produced by the Care Inspectorate to support not only social service workers and students, but also to provide clarity for employers and managers. The guidance provides relevant information on the difference between raising a concern and whistleblowing and when a person raising a concern qualifies for legal protection under whistleblowing law.
Social service workers:
The expectation of all social service workers, regardless of their role, to take action to raise any concerns they have about the care, dignity and safety of people who use the services. This is down to there being a significant level of public trust to maintain the safety and wellbeing of people who use the services first and to act and protect them. You also have a duty to raise valid concerns in an appropriate way, putting aside personal or professional loyalty. By ensuring that you comply with this you are also meeting with the SSSC Codes of Practice for Social Service Workers which sets out clear expectations to ensure good practice and conduct from all professional social service workers. It is vitally important that you meet the code of conduct through being open and honest at all times.
Employers and managers:
Employers and managers have a responsibility for developing a culture that encourages openness and honesty as it is important that all staff feel comfortable with raising concerns. Employers and managers must treat all concerns raised with equal importance, whether this is in relation to a colleagues practice or practice / provision of care within a setting. Providing staff with the opportunity to speak to their managers / employers can be facilitated through staff supervision / 1:1 meetings. Robust policies and procedures must be in place within all settings and this will include complaints policy as well as a whistleblowing policy, with staff having open access to these at all times.

SSSC Codes of Practice
The Code of Practice for Social Service Workers clearly sets out standards of behaviour and competence required to meet the needs of those for whom you have a duty of care for; it’s aims is for everyone to receive safe and effective care at all times. The Codes were designed to set out what good practice and conduct looks like; and reflect professional and public expectations.
Codes of Practice – Social Service Worker Part of Code states that as a social service worker, you must promote the independence of people who use services while protecting them, as far as possible, from danger and harm. This includes:
· 3.2 Using established processes and procedures to report allegations of harm and challenge and report exploitation and any dangerous, abusive or discriminatory behaviour or practice.
· 3.4 Telling your employer, or the appropriate authority, about any resourcing or operational difficulties that might get in the way of providing care.
· 3.5 Telling your employer, or an appropriate authority, when a colleague’s fitness to practise may be impaired
· 3.6 Being open and honest with your employer, people who use services and carers, when care has or may have caused physical, emotional, financial or material harm of loss.
· 3.9 Enabling people who use services and carers to make complaints. Taking complaints seriously and either responding to them or passing them to the appropriate person. Taking appropriate action when there is an allegation of harm.
Codes of Practice – Employers part of the SSSC Codes of Practice sets out responsibilities for making sure your workforce is trusted, skilled and confident. This includes:
· 2.1 Putting into action and monitoring written policies and procedures, particularly about reporting allegations of harm or abuse to the relevant authority.
· 2.4 Having systems in place for social service workers to report inadequate resources or difficulties which might have a negative effect on the delivery of care. Working with social service workers and relevant authorities to tackle such problems.
· 2.5 Having systems in place to support workers to whistle blow when they feel that working practises are inappropriate or unsafe for any reason.
· 2.6 Supporting social service workers to meet the standards in their Code of Practice and not requiring them to do anything that might prevent that from happening.
                               (Raising concerns in the workplace. © Care Inspectorate 2019 I Published by: Communications I COMMS-0319-265)
The Duty of Candour
The Duty of Candour provisions are set out in the Health (Tobacco, Nicotine etc. and Care) (Scotland) Bill which was given Royal Assent on 6th April 2016. The implementation date for the Duty of Candour provisions was 1st April 2018.The act covers health, care and social work services and incorporates the development of openness, honesty and supportiveness within settings. 
National Standard for Early Learning and Childcare Providers, Criteria:
The National Standard applies to all providers regardless of whether the funded hours are provided by a setting in the public, private or third sectors, including provision by childminders. The standard is aligned to the guiding principles for the expansion to 1140 hours: quality; flexibility; accessibility; and affordability. It is also underpinned by the regulations in the Public Services Reform (Scotland) Act 2010 which applies to all care services across Scotland, including daycare of children and childminding. 
Criteria 1 Staffing, leadership and management
1.3 Sustainable staffing structures are in place which meet the recommended adult: child ratios.
1.4 All SSSC registered staff in the setting are achieving a minimum of 12 hours per year of Continuous Professional Learning.
1.5 Staff new to delivering the funded entitlement within the last year are familiar with the content of the most up-to-date version of the national induction resource.
Criteria 2 Development of children’s cognitive skills, health and wellbeing
2.2 The setting must have a framework to support children’s learning that is informed by national guidance and is appropriate to support individual children’s development and learning focused on active learning through play.
Criteria 3 Physical Environment
3.1 Care Inspectorate quality evaluations are good or better on the theme of relating to quality of the environment.
3.2 Children have daily access to outdoor play and they regularly experience outdoor play in a natural environment as part of their funded ELC offer.
Criteria 4 Self – evaluation and Improvement
4.1 The setting uses relevant national self-evaluation frameworks to self-evaluate and systematically identify strengths and areas for improvement.
4.2 The setting has a clear plan, developed in line with self-evaluation evidence, evidence from Education Scotland and Care Inspectorate scrutiny activities, research and national practice guidance, to continuously improve the quality of provision and outcomes for children and families.
Criteria 5 Parent and carer engagement and involvement in the life of the setting
5.1 There is open and regular communication with parents and carers about the work of the setting and families are meaningfully involved in influencing change.
5.2 Parents and carers are supported to engage in their child’s learning and development.
Criteria 6 Inclusion
6.1 The setting must comply with the duties under the Equality Act 2010.
6.2 The setting will be willing to provide an appropriate support, including making reasonable changes to the care and learning environment, to ensure that children’s additional support needs do not provide a barrier to them accessing a full range of experiences and meets their individual needs.
(A Blueprint for 2020: The Expansion of Early Learning and Childcare in Scotland. Scottish Government. © Crown copyright 2018)

National Guidance for Child Protection (Scotland) 2014
“Procedures and guidance cannot in themselves protect children; a competent, skilled and confident workforce, together with a vigilant public, can. Child protection is a complex system requiring the interaction of services, the public, children and families. For the system to work effectively, it is essential that everyone understands the contribution they can make and how those contributions work together to provide the best outcomes for children. Everyone working with children and their families, including social workers, health professionals, police, educational staff, voluntary organisations and the third sector, as well as members of the community, need to appreciate the important role they can play in remaining vigilant and providing robust support for child protection. Guidance provides the framework for that understanding. It enables managers and practitioners to apply their skills collectively and effectively and to develop a shared understanding of their common objective – to promote, support and safeguard the wellbeing of all children, including those who are most vulnerable”.
Therefore this particular framework sets out the common standards to improve outcomes for children and young people, and this involves all agencies / organisations working collaboratively. This framework replaced the previous version of guidance published in 2010 as well as Protecting Children – A Shared Responsibility: Guidance on Inter-agency Co-operation, which was published in 1998; Protecting Children and Young People: Child Protection Committees (2005).
The guidance is set out into 4 sections:
· Part 1 – the context for child protection – addresses the definitions, key principles, standards and legislative framework that underpin the approach to keeping children safe and promoting their wellbeing.
· Part 2 – Roles and responsibilities for child protection outlines the core responsibilities of services and organisations including statutory and non-statutory services, third sector organisation, and church and faith communities. The role and functions of Child Protection Committees are addressed here, as well as the key responsibilities of Chief Officers. Effective leadership and staff development and training are also outlined as are the connections with other strategic planning fora.
· Part 3 – Identifying and responding to concerns about children provides a framework for identifying and managing risk outlines the common stages of responding to concerns about a child’s safety. This includes early gathering of information, joint decision-making and planning, joint investigations and medical examinations and assessment and Child Plan meetings where Child Protection is the primary issue.
· Part 4 Child protection in specific circumstances gives additional information on dealing with specific circumstances that may impact adversely on children as well as addressing operational considerations in certain circumstances. While a range of special or specific circumstances has been included, the national guidance does not provide detailed guidelines on areas of practice/ policy that are covered elsewhere. Rather, where appropriate, signposts to relevant policies and materials or provides a framework of standards that local policies will need to consider.
(National Guidance for Child Protection (Scotland) 2014. Scottish Government, 2014)

Public Services Reform Act 2010
This piece of legislation sets out clear guidance for all the different bodies ranging from agriculture through to social care services; it was this particular piece of legislation which created the Care Inspectorate. 
The Act sets out general principles, in accordance with which the Care Inspectorate must exercise its functions. These are:-
•	The safety and wellbeing of all persons who use, or are eligible to use, any Social service are to be protected and enhanced;
•	The independence of those persons are to be promoted;
•	Diversity in the provision of social services is to be promoted with a view to those persons being afforded choice;
•	Good practice in the provision of social services is to be identified, promulgated and promoted.
The Act places the Care Inspectorate under a number of duties, including duties to:-
•	make arrangements which will secure continuous improvement in user focus and which demonstrate that improvement; and to
•	co-operate with other specified scrutiny bodies. 
In contrast to the arrangements under the previous legislation; the Regulation of Care (Scotland) Act 2001, the Act does not stipulate how often registered care services must be inspected - inspections must, however, take place in terms of a plan approved by the Scottish Ministers. 
The Scottish Ministers have exercised their power to make a number of Orders and Regulations under the Act.
The list below details some of the Regulations and Orders made under the Act, but this is not an exhaustive list, and providers of care services must ensure that they are aware of, and keep up to date with, all legislation relevant to the service they provide:-
•	The Social Work and Social Care Improvement Scotland (Applications) Order 2011 
•	The Social Work and Social Care Improvement Scotland (Registration) Regulations 2011 
•	The Social Work and Social Care Improvement (Scotland) (Requirements for Care Services) Regulations 2011 (No 210) 
•	The Public Services Reform (Joint Inspections) (Scotland) Regulations 2011
•	The Social Care and Social Work Improvement Scotland (Requirements for Reports) Regulations 2011
Part 5 of this particular legislation focus’s on social care and social work services and sets out everything that needs to be taken into consideration, for example the process of inspections, improvement notices, all regulatory requirements for the sector taking into account duty of SCSWIS in ensuring best practice is maintained and the processes that should be adhered to when dealing with a complaint.







Children are not over protected and are allowed to develop skills to keep themselves safe

Preventing accidents 
Potential dangers are identified – risk assessments are in place




Accidents are less likely to happen when:

Instructions and procedures are followed 
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Adults are good role models and set a safe example








Children are never left unsupervised

													

Immediate check of nursery environment by all staff 


Check all other children are accounted for, staff allocated to remain with them


Doors and gates checked for a breach of security, whereby a child could wander out as part of continued search


Child still not accounted for - Inform Head teacher / centre - Child's name, age & time


Nursery Staff


Child goes missing in nursery!


Investigation of incident to take place and a report produced


Review of Risk Assessments and Procedures for compliance.


Search continues until child is found


If staffing resources allow, carry out an external search of the surrounding areas


Contact parents


Inform Central Team & the Care Inspectorate


Inform the police at once - providing detail of the child's name, age, description and time they went missing


Head  Teacher / Centre


Nursery staff report child is missing
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