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1.9b Safer Working Practices  

  

1. Safer working practices for staff  

1.1 All staff should be aware that their day-to-day working practices should adhere 

to the following principles:  

• The welfare of the child is paramount   

• Responsibility of all staff to safeguard and promote the welfare of children & students   

• Staff are responsible for their own actions   

• Staff should work and BE SEEN TO WORK in an open and transparent way  

 1.2 All staff should be aware that they are most at risk of an allegation being made against them 

when they are either working alone with children or become engaged in physical contact with a 

child. Annual training should remind staff of the key principles to remember when working alone 

with children and the importance of avoiding unnecessary physical contact.  

1.3   All staff need to be aware of their vulnerability to allegations and must address their practice 

accordingly. All staff must adhere to the preschool guidance in respect to safe conduct.  

1.4 Annual training will provide clear guidance on precautions staff should take when working alone 

with children:  

• When possible work with children in open and visible settings  

• Tell people where you are, what you are doing and the children you are working with   

• Share jobs that may put you in a vulnerable position and ask other members of staff to 

support you where possible   

• Record and report any incidents or concern immediately to another member of staff, 

preferable the Senior Lead or deputy Lead.  

1.5 Staff conduct towards children should be under-pinned by the following principles:  

• Always avoid unnecessary physical contact  

• Child initiated contact is different but acknowledge it, don’t prolong it   

• Contact during class activities should be restricted to what is appropriate and should be as 

visible as possible to others; If a child is distressed physical contact can be given but 

discretion should be used over the level and justification. Avoid this in a one to one isolated 

area    

• Keep physical contact to a minimum and consider the level and type of contact.   

1.6 It is not illegal to touch a child. There are occasions when physical contact is necessary, other 

than reasonable force, in the following circumstances:  

• Comforting a distressed child 

• Administering first aid  

  

2 The use of reasonable force  
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2.1 The updated ‘Use of Reasonable Force’ guidance (July 2013) states that reasonable force means 

‘reasonable in the circumstance’ and using no more force than is necessary. The guidance is 

underpinned by the following key points:  

• Pre- School staff have the legal power to use force.  

• Lawful use of the power will provide a defence to criminal prosecution or other legal action; 

Suspension should not be an automatic response when a member of staff has been accused 

of using excessive force;   

• Senior Pre-school leaders should support staff when they use this power.  

  Examples of situations in which reasonable force may be used include:  

• Preventing a child from attacking a member of staff or another child.   

• Restraining a child from harming themselves through physical outburst.   

• Preventing a child from damaging school property or the belongings of another child or 

member of staff.  

  

2.2  The updated guidance states that restraint should only be used when there is no alternative. All 

other attempts to resolve the situation should have been used and staff must inform the child that 

they are going to use force to resolve the situation.  

Any technique used should take into account:  

• Age   

• Gender   

• Level of physical, emotional and intellectual development   

• Special needs   

• Social Context  

2.3       Types of restraint which may be appropriate  

• Any holding tactic in which a child is restrained without injury until the child calms down.  

•  Physical contact with a child designed to control the child’s movements that pose a danger 

(e.g. holding the arms by the side of the body).   

• The holding of a child’s arms or legs to prevent/ restrict striking / kicking.  

• Children should not be placed or held on the floor.  

  

2.4 Staff must keep detailed records of any incident in which they used force to resolve a situation. 

Where physical control or restraint has been used a record of the incident must be kept.  Staff will 

be required to complete an incident form and submit this to the Senior Lead.   

3 Abuse of trust  

3.1    All staff must know that inappropriate behaviour with or towards children is unacceptable. The 

2003 Sexual Offences Act states it is an offence for a person over 18 to have a sexual relationship 

with a child under 18 where that person is in a position of trust in respect of that child, and engages 
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in sexual activity with or in the presence of that child, or causes or incites that child to engage in or 

watch sexual activity.  

 

4 Staff Allegations  

4.1 Inappropriate behaviour by staff / volunteers could take the following forms:  

Physical: For example, the intentional use of force as a punishment, slapping, use of objects to hit 

with, throwing objects or rough physical handling  

Emotional: For example, intimidation, belittling, scapegoating, sarcasm, lack of respect for the 

children’s rights, and attitudes to discriminate on the grounds of race, gender, disability or sexuality.  

Sexual: For example, sexualised behaviour towards pupils, sexual harassment, sexual conversations, 

assault or rape. 

Neglect: For example, failing to act to protect a child, failing to seek medical attentions or failure to 

carry out appropriate risk assessments.  

 

4.2 All allegations or concerns about colleagues and visitors must be reported directly to the Senior 

Lead. This should be done without informing the person who is the subject of the concern.  

4.3 The member of staff identifying a child protection concern should note carefully the facts and 

events leading up to the concern but should not investigate the matter. If a child makes a direct 

allegation, or appears to be trying to do so, the staff member should not ask questions except those 

that are necessary to clarify whether or not the child is alleging abuse. The staff member should 

make a clear note of any questions asked and the actual words used by the child.  

4.4 If an allegation is made about a member of staff, committee, visitor or volunteer the Senior Lead 

will carry out an urgent initial consideration in order to establish whether there is any substance to 

the allegation. The Senior Lead may decide to speak to the child directly.  If it becomes apparent at 

any stage of these preliminary enquiries that there are credible child protection concerns and if the 

child has suffered or is likely to suffer significant harm, the enquiries must be discontinued, and a 

referral made to the Designated Officer For Allegations (DOFA).  The DOFA will advise about the 

actions to be taken and may initiate referrals within Children’s Social Care.  

4.5 In some cases it may be necessary for the staff member to be suspended whilst an investigation 

is carried out. It must be recognised that any decision to suspend a member of staff is without 

prejudice and on full pay and is not an indication of any proof or of any guilt. Suspension should not 

be ‘the default position’ and should only be considered where there is cause to believe that a child 

at the pre-school is at risk of significant harm or the allegation warrants investigation by the police. 

The Senior Lead or Chair of the committee will consider carefully if it is the appropriate course of 

action and whether the result that would be achieved through suspension could be obtained by 

alternative arrangements. The decision will be based on a risk assessment, taking into account the 

context of the allegation, background information regarding the member of staff, information 

regarding the child and their family and whether the presence of the member of staff is likely to 

hamper any investigation. In all cases where it is intended to suspend a member of staff, the Senior 
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Lead should consult the Education Services Employee Relations Team. The school will identify a 

person who will act as a point of contact and information for the suspended member of staff.   

4.6 In certain serious situations the police and children’s services may require the member of staff is 

not informed of the issue.  

4.7 If, after initial investigation, the actions of the member of staff do not raise credible child 

protection concerns but do raise other issues in relation to the conduct of the member of staff, the 

school will follow its own internal staff conduct procedures. Such circumstances may include staff 

accidentally harming a child or malicious allegations made against the member of staff.   

4.8 If the allegation is without foundation and no further formal action is necessary, all those 

involved will be informed of this conclusion.  This information will be removed from the personnel 

records and will not be referred to in employer references. The reasons for the decision to not 

proceed further with the allegation will be recorded on the school’s child protection file.   

  

4.9 As part of the process the police may wish to interview the child at the centre of the allegation 

and other children who witnessed aspects of the allegation. An interview on pre-school premises 

requires the consent of the Senior Lead. When considering whether to give consent the Senior Lead 

should take into account –  

• The consent of the child’s parent / carer is normally required unless this would further 

increase potential risk to the child   

• The potential effect on the child’s welfare 

• The importance of maintaining the pre-school as a place of safety for the children.  

  

5 Behaviour Management 

All children have a right to be treated with respect and dignity even in those circumstances where 

they display difficult or challenging behaviour. See our Managing behaviour policy for further 

guidance. 

6 Confidentiality 

As part of their responsibilities, staff may be given highly sensitive or private information. The 

storing and processing of personal information about children is governed by the Data Protection 

Act 1998. Such information should be kept confidential and shared on a need-to-know basis only. 

(See our confidentiality policy for further guidance) 

 

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 social media.  
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Procedures   

This social media policy applies to parents, members of staff, students, committee members and 

volunteers at Nomansland Pre-School.   

This policy includes (but is not limited to) the following technologies:  

• Social networking sites (e.g. Facebook, Bebo, Snap Chat)  Blogs  

• Discussion forums   

• Collaborative online spaces  

• Media Sharing services (i.e. You Tube)  

• Micro-blogging (i.e. Twitter)  

  

As part of our duty to safeguard children it is essential to maintain the privacy and security of all our 

families. We therefore require that:   

• No photographs taken within the Pre-School setting or at Pre-School special events and 

outings with the children, are to be posted for public viewing, except those of your own 

child. 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. (This excludes those photographs taken by staff 

for the children’s online learning journal, which are sometimes used for display in the 

setting, for use on the Nomansland Pre-School website and in other advertising material if 

parental permission is given).   

• No public discussions are to be held or comments made on social media sites regarding the 

Pre-school children, staff or committee business (except appropriate use for marketing fund 

raising events) or that could be construed to have any impact on the Pre-School’s reputation 

or that would offend any member of staff or parent using the Pre-School.  

  

Social media   

Pre-school follow guidance from the WSCB social networking policy to ensure safer practices in 

regard to social media. Staff are advised to manage their personal security settings to ensure that 

their information is only available to people they choose to share information with.  Staff should not 

accept service users, children and parents as friends due to it being a breach of expected 

professional conduct unless they already know them in a personal capacity before their child starts 

at Pre-School. Staff should avoid personal communication, including on social networking sites, with 

the children and parents with whom they act in a professional capacity.  In the event that staff name 

the organisation or workplace in any social media they do so in a way that is not detrimental to the 

organisation or its service users.  Staff observe confidentiality and refrain from discussing any issues 

relating to work. 

Staff should not share information they would not want children, parents or colleagues to view.   

Staff should report any concerns or breaches to the designated person in their setting.   

  

Any member of staff, student or volunteer found to be posting remarks or comments that breach 

confidentiality, bring Pre-School into disrepute or that are deemed to be of a detrimental nature to 

the Pre-School or other employees, or posting/publishing photographs of the setting, children or 
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staff may face disciplinary action in line with the Pre-School disciplinary procedures (students will be 

asked to leave immediately).   

Any comment deemed to be inappropriate is to be reported to the Chair and Manager and any 

action taken will be at their discretion.  

General guidelines for using social media:  

• Personal security settings should be managed to ensure that information is only available to 

people you choose to share information with.  

• Remember that no information sent over the web is totally secure and as such if you do not 

wish the information to be made public refrain from sending it through social media. 

• Maintain professionalism, honesty and respect.   

• Apply a “good judgement” test for every social media post you make.  

 Note Nomansland Pre-School Committee will use social media to advertise fund raising events 

throughout the year. 
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