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1.8 Safer working practice 

 
Policy statement: 
Staff are accountable for the way in which they exercise authority; manage risk; use resources; and 
safeguard children.  
 All staff have a duty to keep children safe and to protect them from sexual, physical and emotional harm 
and neglect. Children have a right to be safe and to be treated with respect and dignity. It follows that 
trusted adults are expected to take reasonable steps to ensure the safety and well-being of children. Failure 
to do so may be regarded as professional neglect.  
 The duty of care is, in part, exercised through the development of respectful, caring and professional 
relationships between adults and children and behaviour by an adult that demonstrates integrity, maturity 
and good judgement.  

 
Exercise of professional judgement 

Individuals are expected to make judgements about their behaviour in order to secure the best interests 
and welfare of the children in their charge and in so doing, will be seen to be acting reasonably.   
 Adults should always consider whether their actions are warranted, proportionate, safe and applied 
equitably.  
 

Power and positions of trust and authority 

As a result of their knowledge, position and/or the authority invested in their role, all adults working with 
children are in positions of trust in relation to the children in their care.   
The potential for exploitation and harm of vulnerable children means that adults have a responsibility to 

ensure that an unequal balance of power is not used for personal advantage or gratification. 

Adults should always maintain appropriate professional boundaries, avoid behaviour which might be 
misinterpreted by others and report and record any incident which could have been misinterpreted.  

 
Confidentiality 
The storing and processing of personal information about children is governed by the Data Protection 
Act 1998.  Employers should provide clear advice to staff about their responsibilities under this 
legislation so that when considering sharing confidential information these principles should apply.  
 Members of staff may have access to confidential information about children in order to undertake their 
everyday responsibilities.  In some circumstances adults may be given highly sensitive or private 
information, these must be kept confidential at all times and only shared when legally permissible to do so 
and in the interest of the child.  Records should only be shared with those who have a legitimate 
professional need to see them.  
 Adults should never use confidential or personal information about a child or her/his family for their own, or 
others advantage (including that of partners, friends, relatives or other organisations). Information must 
never be used to intimidate, humiliate, or embarrass the child.  
 Confidential information about a child should never be used casually in conversation or shared with any 
person other than on a need-to-know basis.  In circumstances where the child’s identity does not need to 
be disclosed the information should be used anonymously.    
There are some circumstances in which a member of staff may be expected to share information about a 
child, for example when abuse is alleged or suspected.  In such cases, individuals have a duty to pass 
information on without delay, but only to those with designated child protection responsibilities.  
If a member of staff is in any doubt about whether to share information or keep it confidential he or she 
should seek guidance from a senior member of staff.  Any media or legal enquiries should be passed to 
senior management 
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Standards of behaviour 
All staff have a responsibility to maintain public confidence in their ability to safeguard the welfare and 
best interests of children. They should adopt high standards of personal conduct in order to maintain 
confidence and respect of the general public and those with whom they work.  
 There may be times, for, example, where an individual’s actions in their personal life come under scrutiny 
from the community, the media or public authorities, including with regard to their own children, or children 
or adults in the community.  
 Adults should be aware that their behaviour, either in or out of the workplace, could compromise their 
position within the work setting in relation to the protection of children, loss of trust and confidence, or 
bringing the employer into disrepute.  Such behaviour may also result in disqualification from childcare by 
Ofsted or a bar from working with children by the DBS or the relevant regulatory body.  
 The Childcare (Disqualification) regulations 2009 and Sec 75 and 76 Childcare Act 2006 sets out grounds 
for disqualification where the person, a person living with them, a person who works with them and cares 
for children, or lives and works on the premises where childcare is provided has either committed a relevant 
offence against a child; been subject to an order or determination removing a child from their care or 
preventing a child living with them; committed certain serious sexual or physical offences against an adult; 
been charged with certain offences against an adult; been included on the DBS children’s barred list; been 
made subject to a disqualification order by the court; previously been refused registration as a childcare 
provider or provider or manager of a children’s home or had such registration cancelled.  

 
Dress and appearance 
A person's dress and appearance are matters of personal choice and self-expression.  However adults 
should consider the manner of dress and appearance appropriate to their professional role which may be  
This means that adults should wear clothing which:  
▪ promotes a positive and professional image  

▪ is appropriate to their role  

▪ is not likely to be viewed as offensive,  
different to that adopted in their personal life.  Staff should ensure they are dressed decently, safely and 
appropriately for the tasks they undertake.  Those who dress or appear in a manner which could be 
viewed as offensive or inappropriate could render themselves vulnerable to criticism or allegation.  

 
Gifts, rewards, favouritism and exclusion 
Adults need to take care that they do not accept any gift that might be construed as a bribe by others, or 
lead the giver to expect preferential treatment.    
 There are occasions when children or parents wish to pass small tokens of appreciation to adults e.g. at 
Christmas or as a thank-you and this is usually acceptable. However, it is unacceptable to receive gifts on a 
regular basis or of any significant value.  
 Similarly, it is inadvisable to give such personal gifts to children. This could be interpreted as a gesture 
either to bribe or groom a child. It might also be perceived that a 'favour' of some kind is expected in return.   
Adults should exercise care when selecting children for e.g. specific activities, jobs, privileges in order to 
avoid perceptions of favouritism or injustice. Similar care should be exercised when pupils are excluded 
from an activity.  
 
Social contact outside of the workplace 
Whilst it is acknowledged that adults may have genuine friendships with parents they should be aware 
that people who sexually harm children will often seek to establish relationships and contact outside of 
the workplace with both the child and their parents, in order to groom the adult and the child and /or 
create opportunities for sexual abuse. 
This means that staff should; 
▪ advise senior management of any regular social contact they have with a child which may give 
rise to concern  

(e.g. through clubs)  

▪ inform senior management of any relationship with a parent where this extends beyond the 
usual parent/professional relationship  
▪ inform senior management of any requests or arrangements where parents wish to use their 
services outside of the  

workplace e.g. babysitting    
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Physical contact/touching children 
There are occasions when it is entirely appropriate and proper for adults to have physical contact with 

children, however, it is crucial that they only do so in ways appropriate to their professional role 

Not all children feel comfortable about certain types of physical contact, this should be recognised and staff 

should be sensitive to any signs that the child may be uncomfortable or embarrassed. Adults should 

acknowledge that some children are more comfortable with touch than others and/or may be more 

comfortable with touch from some adults than others. Adults should listen, observe and take note of the 

child's reaction or feelings and, so far as is possible, use a level of contact and/or form of communication 

which is acceptable to the child and for the minimum time necessary.   

It is not possible to be specific about the appropriateness of each physical contact, since an action that is 
appropriate with one child in one set of circumstances may be inappropriate in another, or with a 
different child.  It should be in response to the child’s needs at the time, of limited duration and 
appropriate to their age, stage of development, gender, ethnicity and background. Adults should 
therefore, use their professional judgement at all times.   
 Physical contact should never be secretive, or for the gratification of the adult, or represent a misuse of 
authority.  If a member of staff believes that an action by them or a colleague could be misinterpreted, or if 
an action is observed which is possibly abusive the incident and circumstances should be immediately 
reported to the manager and recorded. Where appropriate, the manager should consult with the LADO.   
 Extra caution may be required where it is known that a child has suffered previous abuse or neglect.  
In the child's view, physical contact might be associated with such experiences and it is recognised that 
many such children may seek out inappropriate physical contact.  In such circumstances adults should 
deter the child sensitively by helping them to understand the importance of personal boundaries.  
 The general culture of 'limited touch' should be adopted, where appropriate, to the individual requirements 
of each child.   

 
Intimate /personal care 
Arrangements for intimate care should be open and transparent and accompanied by recording systems.   
 Children should be encouraged to act as independently as possible and to undertake as much of their own 
personal care as is practicable.  When assistance is required, adults should try to ensure that another 
appropriate adult is in the vicinity who is aware of the task to be undertaken and that, wherever possible, 
they are visible and/or audible.   
 

Behaviour management 

All children have a right to be treated with respect and dignity.  Corporal punishment and smacking is 
unlawful across all schools and settings. Adults should not use any form of degrading or humiliating 
treatment to punish a child. The use of sarcasm, demeaning or insensitive comments towards children is 
completely unacceptable in any situation.  
 Where children display difficult or challenging behaviour, adults must follow the behaviour policy and use 
strategies appropriate to the circumstance and situation.   
 Where a child has specific needs in respect of particularly challenging behaviour, a positive handling plan, 
including assessment of risk, should be drawn up and agreed by all parties. 

 
Care, control and physical intervention 
Great care must be exercised in order that adults do not physically intervene in circumstances or in a 
manner which could be unlawful and thus be open to allegations of assault 
In all cases where physical intervention is deemed necessary, the incident and subsequent actions should 
be documented and reported to a manager and the child’s parents. 
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Sexual contact 
Any sexual behaviour by a member of staff with or towards a child is illegal and will always be a matter 
for criminal and disciplinary action.  Children are protected by the same laws as adults in relation to non-
consensual sexual behaviour. They are additionally protected by specific legal provisions regardless of 
whether the child or young person consents or not.  This includes the prohibition of sexual activity with 
adults in a position of trust.  
Sexual activity involves physical contact including penetrative and non-penetrative acts, however also 
includes non-contact activities, such as causing children to engage in or watch sexual activity or the 
production of pornographic material.    
 There are occasions when adults embark on a course of behaviour known as 'grooming' where the 
purpose is to gain the trust of a child, and manipulate that relationship so sexual abuse can take place. All 
adults must receive training, so they are fully aware of those behaviours that may constitute 'grooming' and 
of their responsibility to always report to their manager should any concerns about the behaviour of a 
colleague.  

 

Transporting children 

In certain situations adults or volunteers may be required or offer to transport children as part of their work.  
A designated member of staff should be appointed to plan and provide oversight of all transport 
arrangements and respond to any difficulties that may arise.  
It is a legal requirement that all passengers wear seatbelts and the adult driver should ensure that they do 
so. They should also be aware of and adhere to current legislation regarding the use of car seats for 
younger children.  
 Adults should ensure that their behaviour is safe and that the transport arrangements and the vehicle meet 
all legal requirements. They should ensure that the vehicle is roadworthy and appropriately insured and that 
the maximum carrying capacity is not exceeded.  

  
First aid and medication 

All schools and settings must have trained and appointed first-aiders. 

Where children need prescribed medication during setting or school hours parents should be asked to 
provide written information of the correct dosage to be administered.   
 In circumstances where children need medication regularly a health care plan should be drawn up to 
ensure the safety and protection of children and adults.   
 staff should ensure that another adult is present, or aware of the action being taken.  Parents should 
always be informed when first aid has been administered.  
 Adults taking medication which may affect their ability to care for children should seek medical advice re 
their suitability to do so and providers must ensure that they only work directly with children if that advice 
confirms that the medication is unlikely to impair their ability to look after children properly. Staff medication 
on the premises must be securely stored and out of reach of children at all times 
 

Photography, videos and images 

Many school and setting activities involve recording images.  These may be undertaken for displays, 

publicity, to celebrate achievement and to provide records of evidence of the activity.  Under no 

circumstances should staff be expected or allowed to use their personal equipment to take images of 

children at or on behalf of the school or setting 

Whilst images are regularly used for very positive purposes adults need to be aware of the potential for 

images to be taken and/or misused or manipulated for pornographic or 'grooming' purposes.   

Children who have been previously abused in a manner that involved images may feel particularly 
threatened by the use of photography, filming etc. Staff should remain sensitive to any children who 
appear uncomfortable and should recognise the  potential for misinterpretation.   
 Making and using images of children will require the age - appropriate consent of the individual 
concerned and their legal guardians. Images should not be taken, displayed on websites, in 
publications or in a public place without such consent.  The definition of a public place includes areas 
where visitors to the setting have access.  
Staff should take extreme care to ensure that children and young people are not exposed, through any 
medium, to inappropriate or indecent images.  
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There are no circumstances that will justify adults making, (including downloading,) possessing or 
distributing indecent images or pseudo-images of children, (child abuse images.)   
Accessing these images, whether using setting or personal equipment, on or off school or setting premises 
or making, storing or disseminating such material is illegal. If proven this will lead to criminal proceedings 
and the individual being barred from work with children.   
Under no circumstances should any adult use school or setting equipment to access adult pornography. 
Personal equipment containing adult pornography or links to it should never be brought into or used in the 
workplace. This will raise serious concerns about the suitability of the adult to continue working with 
children  

  
Whistleblowing 
Whistle blowing is the mechanism by which adults can voice their concerns, made in good faith, without 
fear of repercussion.  Each school / setting should have a clear and accessible whistle blowing policy that 
meets the terms of the Public Interest Disclosure Act 1998.  Adults who use whistle blowing procedure 
have their employment rights protected.  
Adults should acknowledge their individual responsibilities to bring matters of concern to the 
attention of senior management and/or relevant external agencies and that to not do so may result in 
charges of serious neglect on their part where the welfare of children may be at risk.  
  
Sharing concerns and recording incidents 
All adults should be aware of the safeguarding procedures, including procedures for dealing with 
allegations against staff and volunteers.   
 In the event of an allegation being made or incident being witnessed the relevant information should be 
immediately recorded and reported to senior staff.  
 Members of staff should feel able to discuss with their line manager any difficulties or problems that may 
affect their relationship with children so that appropriate support can be provided or action can be taken.  
 Where staff have any concerns about the suitability of a colleague to work with children they should 
immediately report this to their manager. 
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