Health & Safety Policy

1	Policy Statement

1.1	The Company is committed to ensuring, as far as is reasonably practicable, the health, safety and welfare at work of its employees and the children using its services.  This policy sets out broadly the legal responsibilities owed by both the Company and by you in relation to health and safety issues in the workplace.

1.2	In  particular,  the  Company  is  committed  to  providing  safe  and  healthy working conditions through the control of health and safety risks arising from our work activities, the provision and maintenance of safe plant and equipment, consulting with our staff, providing appropriate information, instruction, training and supervision and taking all steps which are reasonably practicable to prevent accidents.

1.3	The Company recognises its health and safety duties under the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1992 and all relevant regulations and codes of practice made under these Acts from time to time.

2	Who is covered by this policy?

This policy applies to those working at all levels and grades, including senior managers,  officers,  directors,  employees,  contractors,  part-time  and  fixed term employees, casual and agency workers and volunteers (collectively referred to as staff in this policy).

3	Company responsibilities

3.1	The Company has a duty to ensure so far as is reasonably practicable, the health, safety and welfare at work of all its employees, which requires that regard is had to:-

3.1.1	the provision and maintenance of safe plant and systems of work to ensure that they are safe and without risk to health;

3.1.2	assessing risks to health & safety and identifying ways to overcome them;

3.1.3	arrangements  for  ensuring  and  maintaining  health  and  safety  in connection with the use, handling, storage and transport of articles or substances;

3.1.4	the  provision  and  maintenance  of  a  working  environment  for employees that is without risk to health in such a condition so that it is safe from and without risk to health (including access to and exit points and appropriate emergency procedures for use when needed (and the provision of adequate facilities and arrangements);
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3.1.5	the   provision   of   such   information,   training,   instruction   and supervision as is necessary to ensure the health and safety at work of all employees.

3.2	The Company is also under a duty to ensure that any people not employed by it, including the children within the Company’s premises, are not exposed to risks to their health and safety.  This obligation also includes subcontractors and visitors to the Company’s premises.

4	Visitors

4.1	Before gaining entry to any of the Company’s premises all visitors must show identification or explain the purpose of their visit to a senior member of staff.  All visitors must sign the visitor’s book on request.

4.2	You  must  only  allow  access  to  parents/carers  after  they  have  identified themselves and should alert senior staff immediately to any other visitors.

4.3	All  visitors  to  the  Company’s  premises  will  require  to  make  themselves aware of the fire and evacuation procedures.

5	Physical environment

5.1	You  must  monitor  workspace  and  playrooms  to  ensure  a  safe  physical environment for staff and children.  The following checks must be made daily and should be monitored throughout the day:-

5.1.1	Fire Exits should be kept clear.

5.1.2	All equipment, and particularly play equipment, should be checked for safety and state of repair.

5.1.3	Spills of food or fluid should be wiped up immediately.

5.1.4	Outdoor play areas should be checked for any potential hazards before children or young people enter the area.

5.1.5	Outdoor equipment should be checked for safety before use.


6	Fire Prevention & Procedures

6.1	It is the responsibility of the Senior Manager on site to ensure that all staff are familiar with fire prevention, fire drill and evacuation procedures.  Managers should also ensure that:-

6.1.1	All  fire  appliances  and  alarms  are  tested  according  to  official recommendations and at least annually.

6.1.2	All fire exits are indicated as required by law.




6.1.3	Designated fire duties are displayed in each room and that staff are aware of their responsibilities.

6.1.4	Fire Evacuation Procedure notices are displayed in each area of the centre or premise.

6.1.5	Procedures take account of and apply to children, young people, staff, trainees, parents/carers and visitors to the building.

6.2	To  ensure  efficient,  standard  practice  in  the  Company’s  premises,  Fire Prevention and Evacuation procedures are detailed in this Policy.  Managers in shared premises should take account of these when agreeing procedures with other organisations.

6.3	The Fire Alarm should be tested weekly to ensure that the system is working and can be heard in all areas of the centre/premises.  Staff will be notified of the time of the test.

6.4	You should notify the Health and Safety Representative or your line manager as soon as possible if there is anything (for example, impaired mobility) that might impede your evacuation in the event of a fire.

6.5	If you discover a fire you should not attempt to tackle it unless you have been trained or feel competent to do so.  You should operate the nearest fire alarm and, if you have sufficient time, report the location of the fire.

6.6	On hearing the fire alarm you should remain calm and walking quickly, not running, evacuate the building immediately following the instructions of the fire wardens.  Do not stop to collect personal possessions and do not re-enter the building until you are told that it is safe to do so.

6.7	There is no need to assemble the children/young people/staff or evacuate the building for a notified system test.

6.8	At all other times at the sound of the Fire Alarm staff will carry out the following procedure:-

6.8.1	You should assemble children/young people at the nearest Fire Exit.

6.8.2	You and children/young people should exit the building as quickly as possible to the designated safe area.

6.8.3	The designated staff member should collect the register for that area and check toilets and other areas to make sure that all children/young people and adults have left the building.

6.8.4	Designated staff will check room registers at the assembly point to account for all children/young people and adults.

6.8.5	Staff and children will only return to the building when instructed to do so by the senior manager present.




6.9	It is the responsibility of each member of staff to be familiar with allocated duties.

6.10	No notice will be given for Fire Drills, which will be carried out monthly.

7	Other Emergencies

7.1.1	Panic Alarms (childcare centres)

7.1.2	These are situated in the disabled toilet in the hall and sluice room in the baby area

7.1.3	Rainbow only: Baby Kitchen and the baby area.

7.1.4	The panic alarms are connected to the office in order to alert senior management of an emergency situation.

7.1.5	Alarms should only be used if urgent assistance is required and you are unable to attract attention in any other way.  Specific incidents are not detailed but staff should use their common sense and not use the alarm for minor incidents.

8	Registers

8.1	A register of employees and their attendance should be kept in each of the
Company’s premises.

8.2	Each playroom should have their own register.

8.3	Each child/young person should be marked present at the beginning of their session and marked out when they are collected by parents.

8.4	The  staff  member  on  early  shift  should  have  the  responsibility  for maintaining the register until the end of the shift when it should become the responsibility of the late shift person.

8.5	A staff/student register should also be kept in the main register in the office or by the Manager in shared premises.

8.6	A register of visitors to the centre, and the date and time of their visit, should also be kept.




9	Accident Procedures - Reporting and Recording Children and Young
People

9.1	You have a responsibility for treating minor injuries and reassuring the child in the event of an accident.

9.2	All accidents involving children and young people, however minor, must be recorded on an accident sheet and filed in the accident book.

9.3	All sections of the recording sheet must be completed and signed by the senior member of staff on duty and the Manager informed.

9.4	It  is  your  responsibility  to  ensure  that  the  child’s  parent/carer  signs  the accident sheet when informed of the accident.

9.5	Senior staff will follow up accidents with parents/carers.

9.6	Where the full nature of any injury/accident only become apparent after the accident report has been completed, a senior staff member should append any additional notes to the report at a later date, making sure they are signed and dated.

10	Accidents requiring Hospital Attention

10.1	If a child/young person requires emergency treatment at hospital, you should phone the emergency services immediately and then contact the child or young person’s parent/carer to inform them of the situation and arrange to meet  them  at  the  hospital.    You  should  take  a  copy  of  the  child/young person’s  admission  form  with  medical  information,  consent  forms  and contact numbers.

10.2	In a non-emergency situation where the child/young person requires hospital attention, the parent/carer will be informed and a taxi arranged to transport the child/young person and staff member or parent and child/young person to hospital.  A member of staff should accompany the parent and child/young person when appropriate.

10.3	In  all  cases  involving  hospital  treatment,  the  Senior  Manager  should  be informed.  The Senior Manager should also be informed and furnished with a report on the incident and action taken, at the earliest possible date.

11	Accidents involving adults

Where accidents involve adults, staff should follow the same procedures as with children/young people, making every effort to contact the adult’s next of kin  or  line  manager  if  appropriate.    Adults  should  be  accompanied  to hospital.

12	First Aid

12.1	The names of trained first aiders should be displayed in reception areas and offices.   Trained first aiders within centres and premises should assess the




needs of the accident victim, and make a decision on their treatment needs. In the event of a serious accident, they should apply first aid until the emergency services arrive.

12.2	In all the Company’s premises First Aid Kits are located in all playrooms, staff room, kitchen and office areas.  A large green cross identifies these locations.

12.3	In shared premises, the Senior Manager should acquaint themselves with the location of First Aid boxes and the designated First Aid persons and make this information known to all company staff and trainees using the premises. They should also ensure that notices are available for visitors.

12.4	All accidents that occur must be reported to the Senior Manager on duty and recording of accident procedures must be completed as described in the previous section.

13	Staff/Trainee Accidents

13.1	If you are involved in a minor accident the senior management must be informed and the details entered in the Staff Accident Book.

13.2	If  you  are  involved  in  a  serious  accident,  senior  management  must  be informed immediately and details of the accident must be recorded on form PER/SAF/1 that should be located in the staff accident file.  If appropriate the incident should be reported according to Riddor procedures.  The senior staff should inform the Senior Manager and furnish a written report of the incident and the action taken.

14	Personal Safety

14.1	In  the  event  of  an  accident  involving  blood  or  body  fluids  it  is  your responsibility to protect yourself and the child/young person or adult by wearing protective items.  The Company provides disposable gloves and aprons for this purpose.

14.2	You  should  also  be  sensitive  to  the  need  to  attend  to  the  child/young person/adult in such a manner as to respect fully their privacy and dignity.

14.3	These recommendations would also apply when you change children or assist young people with personal hygiene or grooming and are regarded as good practice.

15	Alcohol and Drugs

15.1	You are expected to arrive at work fit to carry out your job and to be able to perform your duties safely without any limitations due to the use or after effects of alcohol.

15.2	Misuse  of  alcohol  can  lead  to  reduced  levels  of  attendance,  reduced efficiency and performance, impaired judgement and decision making and increased  health  and  safety  risks,  not  only  for  you  but  also  for  others.




Irresponsible behaviour or the commission of offences resulting from the misuse of alcohol may damage our reputation and, as a result, our business.

15.3	We will not accept you arriving at work under the influence of alcohol or drugs, and/or where your ability to work is impaired in any way by reason of the consumption of alcohol or drugs, or if you consume alcohol or take drugs (other than prescription or over the counter medication, as directed) on our premises.

15.4	You expressly forbidden to consume, be under the influence of or misuse alcohol when at work.

15.5	The only exception to the prohibition on consumption of alcohol at work are social occasions which are approved by your line or other Manager.  You are expected to act responsibly at such functions and with proper consideration towards others.   Even on such social occasions, consumption should be moderated so as to avoid not lead to behaviour that would cause embarrassment to other persons present or to the Company.  Soft drinks are always available.

15.6	We expect you to comply with the drink-driving legislation at all times. Our reputation will be damaged if you are convicted of a drink-driving offence and, if your job requires you to drive and you lose your license, you may be unable  to  continue  to  do  your  job.  Committing  a  drink-driving  offence outside or during working hours or while working for us may lead to disciplinary action and could result in dismissal in accordance with the Company’s disciplinary procedure.

15.7	Any failure to comply with the above policy on consumption of alcohol will result in disciplinary action being taken under the Company’s disciplinary policy up to and including dismissal for gross misconduct.

15.8	If  you  are  found  dealing  in  drugs,  in  possession  of  drugs  or  under  the influence of drugs at work, you will be liable to disciplinary action under the Company’s disciplinary procedure up to and including dismissal for gross misconduct.   The Company reserves the right to inform the police of any such behaviour.

15.9	You should inform your line manager of any drug you are taking or course of treatment you are following which may have an impact upon your ability properly to perform your job (e.g. by making you drowsy or affecting concentration).	It    is    your    responsibility    to    ensure    that    your practitioner/pharmacist is aware of the requirements of your job.

16	Administration of Medication to children and young people

16.1	Only  medicine  prescribed  by  the  child  or  young  person’s  GP  can  be administered by you.   No medicines will be administered unless in exceptional circumstances and authorised by the Senior Manager.




16.2	Parents wishing their child to be administered medicine should be referred to the Senior Manager to discuss their request.

16.3	The  Senior  Manager  should  scrutinise  the  medicine  and,  where  possible ensure that it is the medicine described on the pharmacist’s label and that the name of the child/young person is noted on the label.  Holistic medicines will also undergo stringent checks.

16.4	Parents must sign a consent form for all medication.   This form should include the name and strength of medication (where this is noted on the pharmacist’s label), the recommended dosage, time last administered, time due to be administered and reason for administration of medicine.  Each form detailing administration of medicine should be placed in the child’s personal records.

16.5	Parents wishing the administration of Holistic medicines must sign a consent form for all medication.  This form should include the name and strength of medication, the recommended dosage, time last administered, time due to be administered and reason for administration of medicine.

16.6	The medicine should be stored in line with the stated recommendations for storage, in a childproof container.   The Senior Manager should take all reasonable steps to ensure that children, young people or adults other than senior staff, cannot access the container.

16.7	Key workers should be responsible for administering medicines to children and young people in a manner that respects their right to privacy and dignity. Each administration should be recorded on an individual record and should include the date, time, name of medicine and strength, dosage and be countersigned by a member of the management team and the parent.  In no circumstances should trainees administer medicines.

16.8	Further guidance on the administration of medicines can be found in the Care commission information sheet “Health Guidance: the regulation of medicines in Day-care and Childminding services”.

17	Manual Handling

17.1	You should also be aware of their position and technique when handling large equipment or when lifting children or young people.  Where possible, staff and trainees should use crates or trolleys to lift equipment.

17.2	If  you  are in  doubt  about  their  ability to  handle large  equipment  or  lift children/young people you should raise your concerns with a senior staff member.

17.3	Further advice on lifting and handling is appended to this guidance.

18	Maintenance of Equipment

18.1	It is your responsibility to ensure that all equipment is complete when stored.




18.2	All equipment should be stored appropriately and safely eg. not creating a hazard.

18.3	Any missing pieces should be searched for immediately - if not found the loss should be reported to the management team.

18.4	Any damaged or lost equipment should be reported to the management team.

18.5	Play  equipment  should  be  kept  clean  and  in  good  order  at  all  times  to minimise the risk of injury or cross infection.

19	Maintenance of electrical equipment

19.1	It is your responsibility to ensure that all electrical equipment is stored safely.
All faulty electrical equipment must be removed from service and reported immediately to the Health & Safety Representative.

19.2	All  electrical  equipment  will  be  maintained  according  to  manufacturer’s instructions.

19.3	A qualified electrician on an annual basis will check all electrical equipment.
The  name  of  the  company  responsible  should  be  recorded  in  the  list  of contractors held by the manager.

20	Visual Display Units

20.1	If you use VDU’s as part of your day-to-day work you should ensure that your posture is appropriate and should take regular breaks from working at screens.

20.2	You  should  discuss  any  equipment  requirements  -  eg.  chairs,  anti-glare screen covers, wrist supports with the senior Manager on site.  The company will attempt to provide all reasonable requests in line with company policy and appropriate legislation.

20.3	If you are using VDUs as a regular and frequent part of their day-to-day work will be entitled to an annual eye-test paid for by the company.

21	Outings

21.1	The educational and social benefits of taking children and young people on outings are recognised by the Company and national and local government organisations.	While the Company believes that such practice should be encouraged, you should be aware of health and safety considerations and ensure that you comply with relevant procedures and regulations and a risk assessment carried out where necessary.

21.2	If you wish to take children on an outing must firstly submit a request in writing to the senior manager on site.  Such a request should detail the destination, proposed dates and approximate times of outing, purpose of trip, numbers  and  ages  of  children  involved,  proposed  means  of  transport,




estimated number of adults and likely cost.  A lead member of staff should be indicated.  Potential Health & Safety issues should be highlighted.

21.3	Senior   Managers   must   satisfy   themselves   as   to   the   suitability   and appropriateness of all outings, assess any risks, and approve the outing in writing.

21.4	All children and young people participating in the outing require consent forms, signed by parents/carers.  These forms should detail the destination, date and time of departure and return.  They should also outline the activities to be undertaken, any cost or other requirement such as clothing or packed lunch.  Parents should require to complete a medical questionnaire as to the child/young person’s general health and specific needs and to sign a declaration authorising any medical treatment deemed necessary by medical authorities.  Details of the child’s GP and the parent/carer’s contact address and  telephone  number,  and  that  of  an  emergency  contact,  should  be requested. Managers  of  childcare  centres  should  consult  local  authority guidelines for further information.

21.5	A copy of parental consent forms  should be given to staff in charge of children on the trip and a copy held by the trip leader.  A further copy should be held on the centre premises.

21.6	It is not appropriate to enforce a standard ratio to suit all outings.  Managers should consider the ages of children participating, the destination, purpose, transport and activities when deciding on the ratio of adults to children/young people on individual outings.  However, a minimum of two adults must accompany children on outings.

21.7	All vehicles used to transport children should be roadworthy and provide appropriate restraints and seat belts.   Children under the age of three years should be seated in properly anchored child-seats.  Children over the age of three, up until the date of their 12th birthday, or when they reach 135cm in height (whichever comes first), are required to use the correct child restraint where the vehicle is fitted with seat-belts.  The child must use an adult belt in certain situations if the child restraint is not available.

21.8	All passengers in a minibus are required to use seat belts.  A child required to use a child seat or booster in a car must do so in a minibus only if a suitable one is available.  As a general rule, therefore, the children will use the belts provided, which are typically adjustable.  Managers should satisfy themselves as  to  the  suitability  of  the  transport  company  through  discussion  with transport managers and seeking the advice of appropriate local authority departments and professional organisations as to bona fide companies.

21.9	Children  and  young  people  participating  in  outings  should  always  be supervised.

21.10  Outings involving sports or other skill-based activities should include the services of a qualified instructor.   A suitably qualified lifeguard should supervise swimming.




21.11   A register of children should be taken at the beginning of the trip, on reaching the destination, at appropriate points in the day and before departure.

21.12   The lead officer should keep in contact with the centre via mobile phone or other land line and report any accidents or incidents immediately.

21.13   The lead officer and relevant supervising adult should submit a written report on any accident or incident at the earliest opportunity for submission to the centre Manager.

21.14   The  lead  officer  should  submit  a  report  on  any  outing,  evaluating  its suitability, educational or social benefits, and organisational issues and making any recommendations for future outings.

22	Snacks and Meals

It is important that you are fully aware of the need for appropriate food hygiene practices and these are contained in the kitchen manual.

23	Health and Safety Risk Assessment

23.1	The Company has a duty to care to take reasonable steps to protect the health and safety of all employees and children/young people using its facilities.

23.2	A Risk Assessment requires the Company to identify the hazards, evaluate the risks and determine the necessary control measures associated with each of the following factors :

23.2.1  Every work activity, including routine and non routine work, such as on site maintenance and emergency responses to call outs

23.2.2  Every  material,  article  or  substance,  used  or  produced  at  work, including waste items

23.2.3  Every item of work equipment

23.2.4  Every workplace, workstation and working environment

23.3	The Risk Assessment will also identify who is at risk from each hazard and will include consideration of all the work procedures in place at the time of the assessment. The purpose of Risk Assessments is to determine and implement measures that will prevent, or at least protect against, the hazards identified.

24	Risk Assessment: Maternity

24.1	With respect to new and expectant mothers, the Company is obliged to carry out general Risk Assessments in order to identify hazards which may particularly  affect  women  of  childbearing  age.     In  addition,  when  an employee notifies the Company in writing that she is pregnant, her Manager will carry out a Specific Assessment, following guidelines provided by the Company’s Health & Safety Officer.  (See following pages.)  The Health &




Safety Officer will also be available to provide health and safety at work advice throughout the pregnancy.

25	Redeployment Due To Health & Safety Risks during Pregnancy

25.1	Where it is identified that an employee cannot continue in her current post due to Health & Safety implications, the Company will try to redeploy her into reasonable alternative employment until the start of her maternity leave, in consultation with the employee.  An employee’s Terms & Conditions of employment will be protected.

25.2	If there is no such work available, the employee may be suspended on full pay until either suitable work is found, or she is able to resume her previous job.

26	Return to Work Assessment

If an employee wishes, her Manager will carry out a further Risk Assessment on her return from Maternity Leave.

27	Employee and third party responsibilities

27.1	It will only be possible for the Company to comply with its legal obligations if all its employees understand that they are under a duty to take reasonable care  for  your  own  health  and  safety  and  any  of  your  colleagues  or  the children you look after who may be affected by their acts or omissions and that they are required to co-operate with the Company to enable the Company to perform its obligations.

27.2	In order to provide full co-operation you are expected to give all possible assistance to the Company including to:-

27.2.1  take reasonable care of your own health & safety and comply with all safety instructions and directions issued by the Company;

27.2.2  take reasonable care for the health and safety of other people who may be affected by your acts or omissions including the children you look after;

27.2.3  co-operate in any investigation and report on all accidents or incidents (including any potential risk, hazard or malfunction) that may cause or lead to injury;

27.2.4  report any potential health and safety risk, however trivial it might seem (including any perceived risk of serious and imminent danger), to the appropriate person by reasonably means; and

27.2.5  report any shortcomings in the Company’s arrangements for health and safety to your line manager without delay.

27.3      You  are  reminded  that  any  failure  to  comply  with  any  aspect  of  the Company’s  health  and  safety  procedures,  rules  or  duties  whether  or  not




specifically assigned to you will be regarded by the Company as misconduct and will be dealt with under the Company’s Disciplinary Procedure.  Any serious breach of these provisions will be regarded as an act of gross misconduct for which the appropriate penalty is likely to be summary dismissal.

28	Information and Consultation

We are committed to providing you with information, instruction and supervision of health & safety matters, as well as consulting with you regarding arrangements for health & safety management.

29	Appointed Health & Safety Representative

29.1	The information below sets out the allocation of responsibility within the
Company for health and safety matters.

29.1.1  The [Senior Manager] has overall responsibility for co-ordinating the health and safety policy and keeping the board of directors of the Company informed of all matters relating to health and safety which affects the Company or its employees.

29.1.2  The [Senior Manager] is responsible for the periodic updating of this policy and for ensuring that all employees in a managerial position within the Company understand their responsibilities under it.  The [Senior Manager] will also produce and update the system and procedures which are required as a result of this policy.

29.1.3 A member of staff in each of the Company’s premises will be nominated as Health & Safety Representative for that establishment. In the event of the Company sharing premises with another organisation, agreed health and safety procedures should be developed between the organisation and the Company’s Health & Safety representative made known to all the Company’s staff.

29.1.4  The named Health & Safety Representative will be specified on the official Health & Safety at Work poster and it will be the duty of the Health & Safety Representative to report any issues of concern to senior management.

29.2	The  duties  of  the  Health  &  Safety  Representative  will  include  risk assessments carried out with the support and supervision of senior management

30	National Health Alerts

30.1	In the event of an epidemic or pandemic alert we will organise our business operations and provide advice on steps to be taken by staff, in accordance with official guidance, to reduce the risk of infection at work as far as possible.  Any questions should be referred to your line manager.




30.2	It is important for the health and safety of all our staff that you comply with instructions issued in these circumstances. Failure to do so will be dealt with under our Disciplinary Procedure.


31	Security

[bookmark: _GoBack]31.1	Secure buzzer video entry system in place.

31.2	CCTV monitoring security system in place. 

31.3	Secure fencing and gates around perimeter of building. 

31.4	Alarm system and window/door shutters activated during nursery closure.

31.5	All confidential paperwork stored in locked filing cabinets. 
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