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NAME OF ORGANISATION:  _______________________________REF NO:    _______________

GUIDANCE FOR THE REVIEW AND EVALUATION OF SAFEGUARDING AND CHILD PROTECTION

Please note, this proforma is reviewed and updated as required annually. Substantive changes to specific questions are identified with an asterisk (*).
There are different versions of this Proforma for different education and training sectors.  Please ensure that you are using the current and correct version for your type of organisation or centre.
This self-evaluation proforma is designed to help you to review and quality assure the extent to which your pre-school playgroup complies with child protection /safeguarding
 requirements and how your arrangements reflect best practice in all aspects of safeguarding children.  
The ETI, the Department of Health (and the Department of Education - DE) recommend that you review/quality assure your compliance and effectiveness at least annually on a rolling basis.  Some organisations have found it helpful to evaluate their provision on each question as red (work overdue), amber (work underway) or green (up-to-date), known as the ‘RAG’ process, and you may wish to consider this approach.

We recommend, while the legal duty rests with the management group, that in the best practice, both the Designated Person and a member of the management group are involved in carrying out your self-evaluation together.
At the time of an ETI inspection, a completed, signed copy of the proforma must be made available to the Reporting Inspector and will be the official record of your child protection/safeguarding arrangements which is held in DE. 
When completing the document you must be assured that the statements made are correct and are based on accessible evidence which can be provided to inspectors, if required, and that both the leader and chairperson of the management group sign and date the completed form.  During an inspection ETI may seek to triangulate the completed proforma with evidence of your policies and of your practices including training.

The proforma contains statements about current requirements in respect of child protection/safeguarding arrangements as clarified in the DHSSPS Minimum Standards for Child-minding and Day Care for Children under 12 July 2012 which is based on Part XI of the Children Order (NI) 1995 and as explained in the HSCB Implementation Guidance for the Minimum Standards October 2106 from the Health and Social Care Trusts.  Standard 1 relates directly to safeguarding and child protection.  Standard 3 refers to children’s health and well-being.
Various DE Circulars also contain statements of best practice which are pertinent for non-statutory settings.  
Advice for Playgroups is available in Co-operating to Safeguard Children and Young People in Northern Ireland (Health, Social Services and Public Health - March 2016) at https://www.health-ni.gov.uk/publications/co-operating-safeguard-children-and-young-people-northern-ireland
Please record brief information about the nature of the evidence used to support your review and any planned actions. 
If you have any questions, please contact the Reporting or District Inspector or Inspection Services Team at 028 91279726 or eti@education-ni.gov.uk 

Note:
Responses made in this proforma may be subject to further checks through an auditing process 
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NB:  Nursery Schools should use the edition for Schools. 
        Nursery Units, should be included in the Proforma completed for Primary schools.
	Management Group / Pre-School’s Overview of Child Protection and Safeguarding

	Current Requirement
	Yes
	No
	Any proposed action (s) (+ RAG)
	What is the nature of the evidence and where is it located?

	1. All staff on the payroll of the pre-school and unsupervised volunteers are appropriately and suitably vetted in compliance with the relevant Departments circulars and guidance.  (Standard 12 and VET 1)  
A record of vetting and when update is due should be kept.
	
	
	
	

	*2. Appropriate procedures are in place to manage the recruitment and supervision of all volunteers. (VET 1)
	
	
	
	

	Note: *If volunteers are not vetted, appropriate arrangements for “supervision” must be in place. Supervision is defined as “regular, day to day, reasonable in all circumstances to protect children, and carried out by an individual who is engaged in regulated activity relating to children and young people and has therefore been vetted”.

Vetting is required is when supervision is identified as ‘frequent’ - once or more a week or four or more days within a 30 day period.

	3. There are written child protection/ safeguarding policies and procedures which are ratified by the management group.  (Standard 1)   Policies should be dated and revision dates noted.
	
	
	
	

	Are all of the organisation’s policies and procedures current and fit for purpose?

	4. A report on all child protection/ safeguarding activity is documented and presented, at least annually, as an agenda item to the management group.  (Standard 15)  (NB: personal information should be protected)
	
	
	
	

	When was it presented last?

Is it recorded in the minutes?
Note: best practice recommends that CP is a standing agenda item in management group meetings.

	5. Appropriate risk assessment procedures are in place. (Standard 4)
	
	
	
	

	How does the organisation carry out risk assessments? Examples may include: trips and outings (Standard 11 refers); visitors to the pre-school (Standard 4 refers); challenging behaviours; children displaying harmful sexualised behaviours.

Children displaying harmful sexualised behaviours would have a general assessment under Standard 4 but would be pupil specific under Standard 1.

There is an expectation that the individual risk assessments will form part of the comprehensive risk assessment and will be reviewed if an incident occurs or as part of an annual review process.

	6. The pre-school ensures the safety of all, through the security of the site and buildings. (Standards 4)
	
	
	
	

	What are the pre-school’s procedures to ensure the security of the site and buildings in the best interests of the children and staff? 
	
	
	
	


	Designated Posts and Duties

	7. There is a designated child protection officer (DCPO) who has responsibility for safeguarding. (Standard 1)
	
	
	
	

	Who is it and what is their relevant experience?

	8. The name of the DCPO is known to all staff and parents/carers.  (Standard 1)
	
	
	
	

	How is this communicated?

	Children and Parents/Carers

	Current Requirement
	Yes
	No
	Any proposed action/s + RAG
	What is the nature of the evidence and where is it located?

	9. All children have been informed, in a language understandable to them, about the arrangements for child protection/ safeguarding and how a concern may be raised.
	
	
	
	

	How are children informed of the relevant member(s) of staff to whom they should voice their concerns? For example: displays on notice boards; circle time. Is the display format age appropriate, does it meet the needs of, for example, newcomers or children with special educational needs? Are there any other ways provided by the organisation so that a child can express any concerns or issues they may have?

	Current Requirement
	Yes
	 No
	 Any proposed action  (+ RAG)
	 What is the nature of the evidence and where is it located?

	10.  Parents/carers are provided with a copy of the child protection/ safeguarding policies when their child is first enrolled (Standard 1).
Note:  During discussions the reporting inspector may ask about examples relating to child protection/bullying /safeguarding and how the pre-school ensures that learners make progress and achieve their potential. 
	
	
	
	

	How are parents/carers informed of the relevant member(s) of staff to whom they should voice their concerns?

For example: displays on notice boards.

Do all adults listen to children and create an ethos in which children are talk about any concerns and worries?
Is the display format age appropriate, does it meet the needs of, for example, newcomer parents/carers or those with special educational needs?

	11. There is appropriate support available to (vulnerable) children who are on the child protection register, have disclosed abuse, or are considered at particular risk. 
(Standards 1 and 15).
	
	
	
	

	What form does this support take?

How is this information communicated to relevant staff?
How does the pre-school ensure that vulnerable children make progress and achieve their potential?


	Record Keeping (Standard 15)

	Current Requirement
	Yes
	 No
	Any proposed action  (+ RAG)
	 What is the nature of the evidence and where is it located?

	12. The system for reporting concerns/complaints about abuse, for example, staff member to DCPO and to leader is known to all staff (paid and unpaid), parents and carers.
	
	
	
	

	Are reporting arrangements clearly specified in policies and procedures and are they displayed on notice boards?* Are Gateway Daytime and Out of Hours phone numbers clearly displayed for referral of concerns about children at risk of potential harm or abuse?
How is this monitored?

	13. There is a confidential system for recording information about:

· suspicions of abuse of a child;

· disclosure of abuse; 
· complaints of abuse by members of staff; and

· complaints made against members of staff.

(Standards 1,15 and 16)
	
	
	
	

	Is the organisation clear about the guidance on record keeping?
Where are the records kept for suspicions of abuse/complaints against staff?
ETI do not have the right of access to child protection/staff complaint records but need to be assured that they are safely stored.

Are staff guided as needed by SPOE or EYS?

	14. The pre-school’s Complaints Policy is readily available parents and carers.

(Standard 16)
	
	
	
	

	15. Training

	
	Training renewal
	Most recent date completed & notes

	Safeguarding update training for all pre-school staff and volunteers.  (Standard 1)
The HSCB Implementation Guidance accompanying the Minimum Standards refers to the need for approved training on a 3 yearly basis.
	All staff and volunteers have a valid certificate at all times and must complete a 3 hour, face to face course every three years.
All new staff and volunteers to receive training as part of their induction programme.
How is this monitored? (E.g. are records kept and a register maintained?)
	Most recently completed date

Next date due

	 

Training for designated child protection officer
	Designated officer must complete initial training of a duration of 12 hours (2 days).

Training certificates are valid for 3 years.  
Update training (3 hours only) should be completed within three years of the initial training date and thereafter.
	Name

Most recently completed date

Next date due


	16. The review of policy documents


The HSC Implementation Guidance for Standard 15 (version 3, October 2016) lists as Appendix 1 the policies which should be reviewed annually.     Please note that the list is not exhaustive.
	Policy


	
	Last reviewed/ratified and notes (for example. How are staff and managers, member of the management group, parents/carers involved in the review process?)

	Child protection/safeguarding 

Standards 1 and 15 
	Are all records in relation to child protection and safeguarding issues retained in accordance with the arrangements outlined in this circular?
	Last reviewed:

Next review:

	Attendance
(Standard 11 requires a daily register of children in attendance.  

Standard 10 requires a quarterly report to the registered person and reflects the need for these to be shared with the management group trustees)
	When was a report on attendance policy and data last presented and recorded in the minutes (it is due at least quarterly) as an agenda item to the management group?
	Date most recently reviewed

	(Positive) behaviour management
(Standard 6)
	How have staff, parents, management committee members been consulted?
	Date most recently reviewed

	Addressing Bullying / Hurtful behaviours
(Standard 6)
	How are incidents of bullying/hurtful behaviours recorded and followed up and, where appropriate, has a chronological record been established to note the associated actions taken by the pre-school?

When and how are parents/carers consulted?
	Date most recently reviewed

	Educational visits
Standard 4

Animals (Standard 3)
	Have all appropriate risk assessments been carried out?
	Date most recently reviewed

	First-aid and administration of medicines
Standard 3 Children’s Health and wellbeing
	
	Date most recently reviewed

	Health and Safety
Standards 4, 13 and 14
	
	Date most recently reviewed

	Intimate Care
(Standard 1)
	What records are kept of any intimate care provided?
	Date most recently reviewed

	Managing Incidents
(Standard 4 refers to safety emergencies and Standard 15 to Untoward Events)
	
	Date most recently reviewed


	Staff Code of Practice
(Standard 1)
	Who monitors the implementation and how? Examples include procedures for intimate care/ toileting/changing children.
Does this include the appropriate use of social media by staff (both in and outside of pre-school)?


Does it set out how staff record safeguarding matters/issues?
	Date most recently reviewed

	Supervision of Volunteers and Visitors


	 
	Date most recently reviewed


	Additional comments/information on any of the above issues which the leader or chairperson of the management group wishes to bring to the attention of the inspection team.

How frequently does the pre-school review the safeguarding and child protection?



Signed: _______________________________________
Leader
Signed: _______________________________________
Chairperson of the Management Group / Proprietor
Date:  ________________________________________
An inspector may discuss some of the points on this form in greater detail with the leader, chair of the management group and/or designated CP officer during the inspection and in some instances may wish to see relevant evidence on request.
	Amendments to proforma (if necessary) following inspection:



Signed: _______________________________________
Leader
Signed: _______________________________________
Chairperson of the Management Group / Proprietor
Date:  _______________________________________
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� ETI report on the provision for the care and welfare of all children and young people, and on child protection / safeguarding arrangements.  Child protection is an element of safeguarding and the arrangements a school has in place should ensure that the children and young people’s safety is paramount.


2 Completed proformas should be scanned and trimmed into the Inspection Information container.
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