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	Policy statement

	ECCC welcomes visitors, volunteers, students, trainees, agency workers and external professionals who enrich children's experiences and support the work of the Centre. Children's safeguarding, dignity, privacy and continuity of care remain paramount. No adult's presence at ECCC gives them automatic unsupervised access to children.


1. Purpose and scope
This whole-Centre policy sets out the arrangements for safe access, vetting, induction, supervision and conduct of adults who are not part of ECCC's permanent workforce. It replaces the need for separate Students, Supervision of Visitors and Visitors/Volunteers/Agency Workers policies.
It applies across Nursery/Meithrin education, registered childcare, wraparound, holiday provision, community services, outdoor areas and off-site activities where an adult is working with or visiting ECCC.
2. Regulatory and guidance basis
ECCC applies the requirements of the June 2026 National Minimum Standards for Regulated Childcare alongside Welsh Government education safeguarding guidance, Cardiff Council employment and safeguarding arrangements, the Wales Safeguarding Procedures and relevant DBS / safer-recruitment requirements.
· NMS Standard 13 - trainees must work under close supervision at all times; staff induction must include health and safety and child protection in the first week; suitability and supervision requirements continue throughout employment.
· NMS Standard 15 - regular volunteers and trainees may be taken into account in normal childcare staffing ratios, but only where this is lawful, appropriate and specifically authorised; safe staffing and deployment must still be maintained.
· NMS Standard 20 - safeguarding is everybody's responsibility; the safeguarding policy must include procedures for allegations against staff or volunteers, and anyone working with children must be able to put safeguarding procedures into practice.
· NMS Annex C - safeguarding awareness training is mandatory for employees who may work in a building where childcare operates, with higher levels of training according to role and responsibility.
· Keeping Learners Safe - maintained-school safeguarding arrangements must include safer recruitment, appropriate vetting and management of staff and volunteers.
· ECCC's existing Safer Recruitment Policy and Cardiff Council procedures remain the primary arrangements for permanent recruitment and employment checks.
3. Categories of adult covered
	Category
	How ECCC treats the role

	Visitors
	Short-term guests with no caring or supervisory role, e.g. invited speakers, prospective families, governors, officials or occasional visitors.

	Volunteers
	Unpaid adults who support ECCC activities on an occasional or regular basis.

	Students / trainees / work experience
	People undertaking a recognised placement, course, training programme or work-experience activity.

	Agency / supply workers
	Workers supplied by an external agency to carry out a defined paid role.

	Contractors / external professionals
	People attending to deliver a service, undertake work or provide professional input, e.g. therapists, maintenance contractors or visiting specialists.


4. Core safeguarding rules
· All adults must follow ECCC's Safeguarding / Child Protection Policy, Staff Code of Conduct and professional-boundary expectations while on site or accompanying ECCC children.
· A visitor or other adult must never be assumed to be safe to work unsupervised with children simply because they are known to staff, are a parent/carer, hold a professional role or have visited previously.
· Anyone without the required checks, role approval or induction must remain appropriately supervised and must not be given sole responsibility for children.
· Adults must not photograph, film, audio-record or use personal devices around children except where specifically authorised under ECCC policy.
· Adults must respect children's dignity, privacy, culture, language, additional needs and right to say no to interaction where appropriate.
· Safeguarding concerns about any adult are reported immediately under ECCC safeguarding and allegations/practitioner-concerns procedures; staff must not investigate allegations themselves.
5. Visitors to the Centre
· Visitors report to the agreed reception/entry point, state the purpose of the visit and sign in using ECCC's current visitor arrangements (signing in at the ipad).
· Identity may be checked where the visitor is not already known or where the nature of the visit requires verification.
· Visitors are given information about safeguarding, emergency arrangements, confidentiality, device use and areas they may access.
· A visitor badge or other identification is worn where ECCC's current site arrangements require it.
· Visitors sign out when leaving.
· Visitors are accompanied in child-access areas unless their role, vetting status and purpose have been confirmed as allowing otherwise.
· Unannounced or unauthorised visitors are not permitted unrestricted access and are referred to a senior member of staff.
· Parents/carers collecting or dropping off children remain subject to normal access and collection controls and do not have unrestricted access to children's areas.
6. Volunteers
ECCC values volunteers but applies proportionate safer-recruitment and safeguarding checks according to the nature, frequency and level of contact involved.
· The role and boundaries of the volunteer are agreed before they begin.
· Required identity, references, DBS / barred-list and other suitability checks are determined according to the role and current legal/Cardiff Council requirements.
· A volunteer who has not completed the checks required for unsupervised or regulated activity must remain under appropriate supervision.
· Regular volunteers receive an induction proportionate to their role, including safeguarding, health and safety, confidentiality, professional boundaries, whistleblowing and relevant ECCC procedures.
· Volunteers do not carry out intimate or personal care independently unless this is an explicitly approved part of the role, all required checks/training are in place and ECCC's intimate-care arrangements are followed.
· Volunteers must not replace suitably qualified staff simply to meet operational pressures.
· In childcare, a regular volunteer may only be counted within ratios where the NMS permits this and the Daycare Manager has specifically confirmed their suitability, competence and deployment. Otherwise the volunteer is additional to ratio.
7. Students, trainees and work experience
· Placements are agreed with the school, college, university, training provider or other placement organisation before the person starts.
· A named ECCC supervisor/mentor is identified and the student's learning objectives, scope of practice and expected attendance are clear.
· Relevant placement-provider checks and ECCC-required identity/DBS/suitability information are confirmed before access is agreed.
· NMS Standard 13.1 requires all trainees in registered childcare to work under close supervision at all times.
· Students and trainees may support intimate care where appropriate to their role, training and competence, with supervision appropriate to their placement or employment status. 
· Students and trainees are never treated as having the same authority or autonomy as an established qualified practitioner solely because they are on placement.
· They do not undertake intimate care, administer medication, take children off site, communicate independently with families about sensitive matters or access confidential records unless specifically authorised, trained and supervised within the placement plan and relevant ECCC policy.
· Students receive induction into safeguarding, health and safety, confidentiality, professional conduct, device use, whistleblowing and emergency procedures.
· Performance or conduct concerns are discussed promptly with the student and placement provider. Serious safeguarding or suitability concerns are escalated immediately through ECCC safeguarding procedures.
· In registered childcare, trainees may only be counted in ratios where permitted by the NMS and specifically authorised by the Daycare Manager; close supervision still applies.
8. Agency and supply workers
Agency or supply status does not reduce ECCC's responsibility to confirm that a person is suitable for the role in which they are being deployed.
· Before placement, ECCC obtains appropriate confirmation from the supplying agency that required recruitment, identity, DBS/vetting, qualification and suitability checks have been completed for the role.
· The worker's identity is checked on arrival against the information supplied by the agency.
· Required childcare qualifications, professional registration or other role-specific competence are confirmed before the worker is deployed where applicable.
· Agency workers receive a concise ECCC induction before taking responsibility for children, including safeguarding reporting routes, emergency arrangements, ratios/deployment, confidentiality, personal devices and key children's needs relevant to their role.
· Agency workers are not assumed to know ECCC routines or children; permanent staff provide appropriate orientation and support.
· An agency worker is only counted in staffing ratios where they meet the qualification/suitability requirements for the role and the manager responsible for deployment has confirmed this.
· Any concern about performance, conduct, safeguarding or suitability is acted on immediately, including removal from duties where necessary and notification to the agency and relevant safeguarding/HR routes.
9. Contractors and external professionals
· Contractors are given appropriate site-safety and safeguarding information and are managed so that children are not exposed to avoidable risk.
· Where practical, intrusive maintenance or building work is undertaken away from children or with areas securely segregated.
· Contractors without appropriate clearance are not left unsupervised in areas where they could have unsupervised access to children.
· External professionals working directly with children remain subject to ECCC safeguarding, confidentiality and professional-boundary expectations, even where their employer is responsible for their professional vetting.
· ECCC may verify identity, employer, purpose of visit and relevant professional status before allowing access.
· Any safeguarding concern about a contractor or external professional is reported immediately and is not left solely to their employer to resolve.
10. Induction and information before working with children
The level of induction is proportionate to the person's role and length of involvement, but nobody takes responsibility for children without first knowing the essential ECCC arrangements relevant to that responsibility.
· how to report a safeguarding concern and who the designated safeguarding people are;
· what to do if an allegation or concern relates to a member of staff or volunteer;
· emergency/fire procedures and how to summon help;
· confidentiality, data protection and appropriate information-sharing;
· professional boundaries and expected conduct;
· personal mobile phone, wearable technology and photography rules;
· whistleblowing / speaking-up arrangements;
· health and safety, relevant risk controls and site security;
· the child's individual medical, allergy, communication or support information required for the person's role.
11. Confidentiality, records and information access
· Visitors and temporary adults only receive information that is necessary for their role.
· Confidential records are not left open or accessible to unauthorised people.
· Students, volunteers and agency workers must not discuss children, families or staff outside ECCC except through authorised professional channels.
· No information, images or details about ECCC children may be posted on personal social media or shared using personal messaging/accounts.
· Placement notes, assignments or reflective work must anonymise children and families unless a specific lawful and approved arrangement states otherwise.
· Any suspected confidentiality or data breach is reported immediately.
12. Conduct, boundaries and interaction with children
· Adults use respectful, developmentally appropriate and inclusive language.
· Physical contact is child-centred, necessary and appropriate to the person's role; adults follow ECCC's intimate-care and safeguarding expectations.
· Adults must not use punitive, humiliating, discriminatory, threatening or coercive approaches.
· Adults do not exchange personal contact details with children or families for private communication arising from their ECCC role.
· Gifts, favouritism, private arrangements or relationships that could blur professional boundaries must be avoided and discussed with a manager where uncertainty exists.
· Children's behaviour is understood as communication; adults follow ECCC's Positive Relationships and Behaviour Policy.
13. Staffing ratios and responsibility for children
The presence of additional adults does not automatically alter staffing requirements. ECCC managers remain responsible for deciding who may be counted, what duties they may undertake and what level of supervision is required.
· Visitors are not counted in childcare ratios.
· Students/trainees and regular volunteers are only counted where the NMS permits and the Daycare Manager has explicitly authorised this; required close supervision continues.
· Agency staff may be counted where they meet the qualification, suitability and deployment requirements of the role.
· For education provision, students, volunteers and visitors work within school safeguarding and staffing arrangements and are not left in sole charge unless the applicable legal, vetting, competence and deployment requirements are fully met.
· At all times, permanent/senior staff retain oversight of children's safety, handovers, medication, collection arrangements and emergency response.
14. Concerns, allegations and removal from duties
If an adult's conduct, suitability or behaviour raises concern, ECCC acts immediately to safeguard children. The response depends on the nature of the concern and may include increased supervision, ending the visit/placement, removing the person from duties, contacting their employer or placement provider, and making safeguarding, police, DBS/EWC, CIW or other referrals where required.
· Concerns are recorded factually and shared only with those who need to know.
· Safeguarding allegations are managed under the current Wales Safeguarding Procedures and Cardiff practitioner-concerns arrangements; ECCC does not conduct an informal fact-finding investigation that could compromise the statutory process.
· Students, volunteers and agency workers have access to ECCC's Whistleblowing Policy and may raise concerns about ECCC practice without fear of retaliation.
· Where a person's continued presence would pose an immediate risk, they are removed from child contact pending appropriate advice/action.
15. Responsibilities
Head of Centre
· Has overall responsibility for safe whole-Centre arrangements and alignment with Cardiff Council, education and CIW requirements.
· Ensures serious safeguarding/suitability concerns are escalated and statutory/regulatory referrals or notifications are made where required.
Deputy Head / Daycare Manager / relevant service lead
· Confirms the role, vetting/clearance, induction and supervision arrangements before an adult is deployed.
· Ensures temporary adults are not given duties beyond their competence or approved role.
· Monitors concerns and acts promptly where practice or suitability is unsatisfactory.
Placement supervisors / room leads / host staff
· Provide day-to-day orientation, modelling and supervision.
· Ensure the adult understands boundaries, routines and children's relevant needs.
· Raise concerns promptly rather than waiting for the end of a placement or booking.
All staff
· Challenge or report any unauthorised adult or unsafe practice.
· Do not leave children with an adult whose status or role is unclear.
· Follow safeguarding procedures without delay if concerned about an adult's behaviour.
16. Related ECCC policies and procedures
· Safeguarding / Child Protection Policy and Wales Safeguarding Procedures.
· Safer Recruitment Policy and Cardiff Council Recruitment & Selection arrangements.
· Staff Code of Conduct.
· Whole Centre Whistleblowing Policy.
· Personal Devices, Mobile Phones & Wearable Technology Policy.
· Confidentiality / Data Protection Policy.
· Equality, Diversity and Inclusion Policy.
· Positive Relationships and Behaviour Policy.
· Intimate Care and Nappy Changing Policy.
· Medication Policy.
· Health and Safety Policy and Fire / Emergency procedures.
· Visits and Outings Policy.
· 12-Week Induction Plan / induction evidence records.
17. Current guidance links
· Welsh Government - NMS 2026 Standard 13: Suitable person
· Welsh Government - NMS 2026 Standard 15: Staffing ratios
· Welsh Government - NMS 2026 Standard 20: Safeguarding
· Welsh Government - NMS 2026 Annex C: safeguarding roles and training
· Welsh Government - Keeping Learners Safe
· Welsh Government - Safeguarding guidance
18. Compliance overview
	Framework
	Requirement supported
	ECCC response
	Evidence

	NMS 13.1
	Trainees work under close supervision at all times.
	Named supervisor; defined placement scope; no autonomous care solely by virtue of trainee status.
	Placement agreement; induction; supervision records.

	NMS 13 / Reg. 28
	Suitability and appropriate checks for people working with children.
	Role-based DBS/vetting/identity/qualification checks and cross-reference to Safer Recruitment/Cardiff processes.
	Agency confirmations; DBS/HR records; placement checks.

	NMS 15.6
	Regular volunteers and trainees may be counted in ratios.
	Only where legally permitted and specifically authorised by Daycare Manager; otherwise additional to ratio.
	Rotas; deployment records; manager approval.

	NMS 20
	Safeguarding first priority; procedures include allegations against staff/volunteers.
	All categories receive safeguarding expectations; allegations escalated without internal investigation.
	Safeguarding induction; policy; referral records.

	NMS Annex C
	Safeguarding training proportionate to role.
	Mandatory/role-appropriate training and briefing built into induction and placement arrangements.
	Training matrix; induction evidence.

	Keeping Learners Safe
	Safer recruitment, vetting and safeguarding management of staff/volunteers in education.
	Whole-Centre access controls, supervision, role-based clearance and school safer-recruitment/SCR arrangements retained.
	Visitor records; SCR/HR records; placement/agency records.
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