General Welfare Requirement: Safeguarding and Promoting Children’s Welfare at Richmond Pre-school CIC  

Ofsted helpline number 0300 123 1231

Local Authority Designated Officer (LADO) 01245 436744

Essex Safeguarding Board www.escb.co.uk
Children and Families Hub 0345 603 7627
Essex County Council Protection Line - out of hours service 0845 6061212 / 01206 844981

National Society for the Prevention of Cruelty to Children (NSPCC) 0808 800 5000

Independent Vetting and Barring Scheme contact centre number 0300 123 1111

Our Designated Safeguarding Officer is Maggie Catmull
The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager
Safeguarding children (available at www.richmondpreschool.co.uk)
1.7 Intruder policy

Policy statement

Richmond Pre-school believes that the safety of the children and staff in our setting is of paramount importance. We make every effort to keep our setting secure from intruders. 
Aim

The aim of this policy is to inform practitioners and parents/carers of the procedure to take in the event of an intruder being identified on the premises. All practitioners must be aware that it is their priority to maintain the safety of any child/ren in their care as well as their own safety and to protect the settings environment and equipment. 
An intruder is an individual in the setting who has not followed established visitor procedures and may or may not be a safety hazard to the setting. This policy provides a means of dealing with either situation.

Any member of staff who observes an individual, if safe to do so ask for their name and purpose in the setting, or should contact the Office/Supervisor for assistance. There are phones on the wall in each room therefore this is possible to do in either room within the building, ensuring the ratio and safety of the children remain upheld.

The person approaching the unidentified individual must determine if the person poses a safety hazard or just needs to be made aware of the settings visitors’ procedures.

While determining the status of a visitor, every effort must be made to ensure children in our care are safe, feeling secure and where possible, continuing to be engaged in their current activities. If need be children must be given reassurances as to their own and others safety and well being.
A. Procedure : visitor with legitimate business.

1. Identify the person and determine their purpose or need for being in the setting.
2. Escort the person to the Office/Supervisor and have them signed in as a visitor, ensuring that they realise this is standard procedure within the setting. If safety issues do not permit you to leave your post, then phone through to the office using the telephones provided in each room. 

3. Ensure that they are aware of the settings fire evacuation procedure opposite the signing in sheet, or if called the office/supervisor person will.

4. Review security to determine how the intruder gained entry.

B. Procedure: intruder who may pose a safety hazard.

1. Ask a colleague to observe your approach to the intruder.

2. Politely greet intruder, identify yourself and ask for the purpose of their visit to the setting.

3. Explain that all visitors must report to the office/supervisor and escort the person to the Office/supervisor.  If safety issues do not permit you to leave your post then phone through to the office using the telephones provided in each room.

4. Depending on the circumstances and the demeanour of the intruder, the Director/Supervisor will make every effort to call the police to report the incident. If the intruder appears agitated, irrational or refuses to leave the building in a peaceful manner, endeavour to calm the person by talking in a low calm reassuring voice whilst also trying to gain the attention of another staff member to call the police.

5. If police are called and the individual leaves or attempts to leave prior to the police arriving, do not attempt to physically detain or restrain the person. Contact the police to inform the responding officers that the individual has left the building, the direction and means of transport, if known. Inform the officers that we have CCTV cameras and footage that can be viewed.

6. If the individual stays until the police arrive, inform the officers what has happened that led to the individual being with you so that they can establish probable cause for arrest for trespassing. Also verbally ask the person not to return to the school whilst still in the presence of the police.  

7. Review security immediately.

8. Log incident in setting Incidents book and actions as soon as possible.
9. Contact Ofsted to report incident within as soon as possible but 14days
C. Procedure : intruder who is armed or otherwise poses a safety hazard  - Exercise Lock Down
1. Alert all staff members by calling out the code word
2. Contact the police as soon as possible
3. Alert the school on 01268 793276

4. Bring all of the children into the building 

5. Shut and lock all doors – especially the front door

6. Close all blinds

7. Take the children into the kitchen or toilets and get them to lie on the floor

8. Stay down low, keep away from windows

9. Play sleeping lions with the children until help arrives

10. Inform the parents when safe to do so

11. Complete a setting Incident form and investigate how the person entered the grounds

12. Inform Ofsted with 14 days of the incident and the subsequent investigation, with due regard to both data protection and confidentiality policies.
13. Review security procedures to see how they can be improved
Legal framework

· Data Protection Act 1998
· General Data Protection Regulations (May 2018)
· Human Rights Act 1998

Further guidance

· Information Sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers.(March 2015)

Forms to support this policy 

\Policies and Procedures\Forms for Procedures\

· Template for Incident record

Last updated by: Maggie Catmull on   4th September 2021.
Policy agreed for and on behalf of Richmond Pre-school CIC by all three directors on 4th September 2021
Review annually
