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PRE-SCHOOL




HEALTH AND SAFETY POLICY AND PRACTICE

Stonham Aspal Pre-School recognises the importance of a healthy and safe environment for both adults and children. We recognise that adequate and nutritious food and drink      essential for a child’s wellbeing. We listen to parents/carers when they tell us about their child’s dietary requirements and meet these appropriately to promote a child’s healthy growth and development. We aim to include all children and therefore will make provision for children with specific medical/physical needs; we ask parents/carers not to bring children
 to Pre-School if they are unwell. We promote safe practice amongst both the children and the adults working in the setting through planning, risk assessment and training.
Stonham Aspal Pre-School holds a ‘Certificate of Employers’ Liability Insurance’.  This is displayed on the Notice Board in our entrance.

We comply with the following regulations: -
Statutory Framework for the Early Years Foundation Stage (revised 2012)

SEN and Disability Act (SENDA) 2001

Disability Discrimination Act Part III (1995)

Health and Safety at Work Act 1974

Management of Health and Safety at Work Regulations 1999

Misuse of Drugs Act 1971

Medicines Act 1968


Manufacturers Substance Data

The Smoke-free (Premises and Enforcement) regulations 2006

The Smoke –free (Signs) Regulations 2007

Health and Safety (First Aid) Regulations (1981)

Electricity at Work Regulations 1989

Electricity at Work Equipment Regulations 1998

Control of Substances Hazardous to Health Regulations (COSHH) 2002

Manual Handling Operations Regulations 1992 (as amended)

Health and Safety (Display Screen Equipment) Regulations 1992

Regulatory Reform (Fire Safety) Order 2005

Reporting of injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 1995)

Regulations (EC) 852/2004 of the European Parliament and of the Council on the hygiene of foodstuffs.

Health and Safety (First Aid) Regulations (1981)

Management of Health and Safety at Work Regulations 1992

Electoral Equipment (Safety) Regulations 1994
Managing Medicines in Schools and Early Years Settings (DCSF 2005)
There are two members of our ‘Health and Safety Team’,
· Carmen East (Health and Safety Officer)

· Siobhan Morley Pre-School Manager (Deputy Health and Safety Officer)

The Pre-School requires members of staff to receive training in all aspects of Food Safety, First Aid and Safeguarding Children. Additional training needs can be met through access to Suffolk CPD online.
Parents/carers will have the opportunity to discuss health and safety issues with members of staff and will have access to information available to the Pre-School.

The Pre-School has links with health visitors and gather health information and advice from the local health authority information services and/or other health agencies.

Induction to Health and Safety

· All staff, parents/carers, students and volunteers are made aware of the Health and Safety policy and any changes which occur annually. 
· Our induction training for staff, volunteers and students includes a clear explanation of Health and Safety issues so that all adults are able to adhere to our policy and procedures as they understand their shared responsibility for Health and Safety. The induction training covers matters of employee wellbeing including safe lifting and the storage of potentially dangerous substances. Records are kept of these induction training sessions.
· Health and Safety issues are explained to the parents/carers of new children, so they understand the part played by these issues in the daily running of pre-school.

· Children are made aware of Health and Safety issues through discussions, planned activities and routines.

We aim to educate children about healthy eating practices by: -
· Offering food that is healthy and nutritious, avoiding large quantities of fat, sugar, salt, additives, preservatives and colourings. We recognise the importance of a balanced diet.

· The child's personal dietary requirements are respected. These will be discussed with parents/carers during their registration and settling in period.

· A list of special food requirements/allergies alongside the child’s photo is prominently displayed in the kitchen, as agreed by the parent/carer and backed up by notes from the parent/carer.

· Fresh fruit and vegetables are bought each week (a small amount may be carried over from the previous week) and dry food is replaced if it has reached its ‘best before’ date.  Breadsticks and similar snacks will also be provided.

· We offer the children the opportunity to taste foods which may not be familiar to them. (refer to Equality and Diversity Policy).

· The dietary rules of religious groups, vegetarians and vegans will be discussed with parents/carers and met in appropriate ways.

· The milk provided for the children is semi-skimmed and pasteurised and stored in a fridge. When the milk is delivered it is placed in the fridge in use by date order. 

· Fresh drinking water and cups are available to children all day.

· Children are offered milk and water at snack times and water is available at lunch times.

· We encourage parents/carers to provide healthy lunches by offering information from the Pre-School Learning Alliance on healthy eating for children in the parent information pack. 

· If a parent/carer forgets to provide a packed lunch they are contacted. If the parent/carer is unable to bring lunch into Pre-School the child will be provided with an alternative such as crackers, raisins and fruit or a hot lunch can be provided at a cost of £3.00.
· The Pre-School offers a hot lunch option which is provided by Stonham Aspal Primary School. The lunches are collected by a member of staff and are served and plated up at Pre-School. Primary School will ensure that food is stored and prepared correctly. Primary School will ensure that all food cooked on their premises is cooked safely and is heated to a high enough temperature to kill harmful bacteria. Children are encouraged at snack and meal times to clear their own plates.
Food Hygiene
· The Pre-School will observe current legislation regarding food safety and training. 

· The temperature of the fridge is checked each day and is recorded on the daily checklist. The temperature will be adjusted accordingly if it is not correct. The temperature of the fridge is kept at or below 5ºc.

· Hands are washed with anti-bacterial hand wash under running water before handling food and drink.

· We use different cleaning cloths for the washing food utensils i.e. cups, plates etc., for washing play resources and for cleaning the toilet area. Information concerning this is situated in the kitchen.
· Kitchen and food waste is taken back to the primary school and disposed of in their food bin. We keep a lid on the outside dustbin and wash hands with anti-bacterial hand wash after using it. 

· We wash fresh fruit and vegetables thoroughly before eating there is a designated sink for the washing of fruit and vegetables.

· Root vegetables are washed thoroughly before being stored at the bottom of the fridge. All equipment will be disinfected after this process.
· Children’s packed lunch boxes will be stored on the lunch box rack.  Pre-School asks that parents/carers place cool packs in lunch boxes to maintain a low temperature.  

· Freshly laundered tea towels and dish cloths are used each day. Dishcloths that have been used for food will be laundered in the washing machine at 90c or above.

· We keep all utensils used for food in a clean, dust-free place, e.g. closed cupboard or drawer; knives are stored in a draw which is secured with a child lock.
· Cups, bowls, plates and utensils are washed either in the dishwasher or by hand.
· We clean kitchen work surfaces as they become soiled and at the end of each day with a hot soapy cloth and then anti-bacterial cleaner and a clean cloth.

· We never use cracked or chipped china.

· We wipe down tables with a hot soapy cloth followed by anti-bacterial spray prior and after food being served. We clean tables at the end of a session with anti-bacterial spray and as necessary throughout the session.

Dietary Requirements/Allergies

· Stonham Aspal Pre-School are a nut free setting and no nuts are allowed in the setting. This does include chocolate spread that contains nuts.
· If a child’s lunch box is found to have any nut product in, we will place the food containing nuts in the office and thoroughly wash our hands after touching. We will give the child a suitable substitute for their lunch and explain to the parent/carer why we have done this at collection.
· If a child has an allergy, their photo, name and allergies will be on display in the Pre-School kitchen on the front of snack cupboard.

· Packaging with allergen ingredients in the food that we serve at snack can be shown if needed to parents/carers. There is a notice on the main Pre-School hall door and in the Pre-School, room advising parents/carers of this.
· Gluten free food is kept in a separate sealed container to gluten food to avoid cross contamination.

· The ingredients in the school dinners that we serve are on the desk top of the computer which we will email across to parents if a child has an allergy

Outdoor play
The outdoor area is available for most of the session, unless the weather is deemed to be unsuitable i.e. extremely hot, cold or wet (refer to the Learning Environment Policy).  The health benefits of being outdoors are explained to the children. 

· A risk assessment of this area is made each morning (see daily check list for outdoor area).  

· All outdoor activities are always supervised by staff.
· Our outdoor area is securely fenced.

· Adults and children are alerted to the dangers of poisonous plants, herbicides and pesticides.

· Where water can form a pool on equipment, it is emptied before children start playing outside.

· Our outdoor sandpit is covered when not in use and cleaned regularly.
· Parents/carers are requested to bring in appropriate clothing for the weather (wellies/sun cream/sunhat).  We also have a small number of spares at pre-school.
· Children sit down when eating food.  Children having snack outside wash their hands before sitting down.
Illness 
· Pre-School will not accept any child that has been given over the counter medicines such as calpol or ibroprufen prior to arriving for their session. These medicines mask the symptoms of the illness, which return as soon as the medicine wears off. Caring for sick children affects the staff ratios and the rest of the children.
· Our Health and Safety policy is shared with parents/carers to inform them that they are required to keep their child at home if they have a temperature, a rash, vomiting, diarrhoea or extreme fatigue due to illness and to inform the Pre-School if they are told by a doctor that their child’s illness is infectious. Pre-School will then inform other parents/carers that a serious infectious illness has occurred in a child (respecting the child’s right to confidentiality at all times) and be alert to any other child who appears to have similar symptoms. Please refer to the health protection agency notice (on display on parent information board). The Health and Safety officer will contact the Local Health Protection for advice and/or guidance if any outbreak occurs and will also follow guidance from the Guidance on Infection control in schools and other childcare settings which is on display on the parent information board.
· If a child has or develops any of the afore mentioned conditions at Pre-School their parent/carer will be contacted and asked to arrange for the child to be collected immediately. The child will be isolated (utilizing a section of the play area or, if necessary, using the entrance or office) from the other children and cared for by a member of staff until the parent/carer arrives. 
· The senior member of staff will have final decision making over how to handle concerning illnesses, such as high fever or rapidly deteriorating condition. If a parent or carer cannot be contacted someone will continue to ring the contact numbers provided and leave messages every 15 minutes. If it is not possible to contact a parent or carer, if they are unable to collect a child immediately or should they refuse to collect the child, steps will be taken to ensure the child’s safety (see below). A rapidly rising fever above 38C can lead to febrile convulsions. Fevers this high can often mask underlying conditions, therefore the senior member of staff may need to phone an ambulance in the event of the fever rising alarmingly or for serious injuries which require medical assistance fast. Medical assistance must be called should the fever exceed 39.5C and not reduce when top layers of clothing are reduced and water to drink offered, and when parents do not or cannot collect immediately. If communication with parents is possible and they are on their way to collect the child, it should fall to the parent to make the decision regarding calling for an ambulance immediately or to take them to health care providers themselves immediately following collection. 
· Should a child become unwell or injured and a parent or carer is not contactable or refuses to collect the child, the senior staff member will assess the individual situation and decide whether a referral should be made, calling the multi-agency professional advice and referral line to ensure that the child’s wellbeing is paramount. Incidents of non-collection whether due to inability to collect or refusal to collect should be documented and available in case of referral.
· In the event that a child is unwell at Pre-school and is requiring one to one care by a staff member and staff are aware that parents may take longer to arrive (such as travel time to the setting from work) or should it become necessary to call an ambulance, additional cover will be called into the setting so that staff to child ratios are maintained, in the event of an ambulance collecting an unwell or injured child and the parent is not already present, a staff member will accompany the child in the ambulance.
· Monitoring sheets will be filled out when illness or injury is cause for concern and these will be sent home with parents for reference by health professionals. A copy of this will be kept in the accident/incident/monitoring folder.
· Parents/carers are asked not to bring any child into the Pre-School who has been vomiting or had diarrhoea until at least 48 hours has elapsed since the last attack. Pre-school staff will not come back into the setting until at least 48 hours has elapsed since their last attack of vomiting or diarrhoea.
· If a child is to be off pre-school parents/carers are asked to telephone pre-school and inform us. If a child is absent for 2 sessions a courtesy phone call will be given by the child's key person during the second session.

· A child will not be accepted into pre-school if they have been administered any fever reducing medication to control a temperature, a temperature is considered high when above 37.5C, staff have the right to refuse admission if a child is known to be unwell on arrival. 
· Where children have been prescribed internal medication such as antibiotics, parents/carers are asked to keep the child at home for the first 48 hours before returning to the setting or if they are still unwell or contagious/infectious. Exemptions can be made if this is i.e. a wound that has become infected and needs prescribed antibiotics, and along with the guidance from the Local Health Protection this will need to be discussed with the parent/carer and the Pre-School Manager, who holds the final decision regarding the individual circumstances.
· Prescribed external medicines should be administered for 24 hours at home before returning to Pre-School. They may only return providing they are well enough and not contagious
· Temperature is taken using a digital scanning thermometer which is kept with the first aid box. The thermometer is a non-contact instrument but if contact is made with skin will be wiped with antibacterial cleaner.
· If a child tells a member of staff that they have had medicine/tablets at home, we will give the parents/carers a courtesy call to ask for more information. 

· Parents/carers are asked to take their child to the doctor if they have symptoms such as a temperature or a rash before they attend pre-school.
· In the case of a child being involved in a serious accident or incident at Pre-School, the emergency services will be contacted for medical support and the parent/carer informed.
· If a child is choking and an adult needed to give them abdominal thrusts, the child's parents/carers will be notified straight away and asked to collect the child and take them to hospital to check they have no internal injuries.

· Prior parental consent for emergency medical treatment will be sought from parents/carers and held with registration documents 

· If the child of a member of the Pre-School staff is unwell the child will not accompany them to work in the Pre-School.

· Ofsted will be notified of any food poisoning affecting two or more children looked after on the premises or any child having a serious disease on the premises. 

· The Pre-School will notify Ofsted of any communicable diseases as defined by the Health Protection Agency. 

· The Pre-School will offer helpful advice in the event of an outbreak of head lice. If the Pre-School is informed that a child has been treated for head lice, we will put up a general information in the lobby to let parents/carers know that they should be vigilant and treat symptoms as soon as possible to avoid them spreading. 
· If heatstroke is suspected, we will follow the guidelines from the NHS website. We shall get them to rest in a cool place, drink water until their symptoms have significantly decreased (usually within 2-3 hours). We will apply a cool, wet flannel or facecloth to their skin and loosen clothing and ensure the child gets plenty of ventilation. If the child does not respond to the above treatment within 30 minutes, the child's parents/carers will be notified, and an ambulance will be called.
Administration of Medication
· The Pre-School Manager must consider how the staff/child ratios will be maintained when two adults are needed to administer medication. Medication will only be administered if prescribed by a doctor, apart from medication used for allergic reactions and cream used for nappy rash.
· Medication must always be in the original bottle with clear administering instructions.
· Prescribed medication and antihistamine/allergy medication may be administered by Pre-School staff who hold a current first aid certificate if prior agreement has been made with the Pre-School Manager/key person. The Leader/key person will fill in the medication form with the parent/carer of the child and the parent/carer will sign the medication record sheet to authorise the administration of medication.
· The Pre-School must be notified of any side effects that the child is likely to suffer from medication.  
· Staff to child ratios must always be checked before 2 members of staff administer the medication.
·  Before administering the medication, staff will check the details on the medication form ensuring it is the correct medication, the child’s name, expiry date and dosage for the correct child. Each dose must be signed and witnessed on the medication record by the staff member who administered the medication and the witness. Parents/carers must countersign each time the medicine is administered. Medicine is kept in a locked cupboard in the storage cupboard or if required, stored in the fridge in the locked storage cupboard. The key is hanging up in the cup kitchen cupboard and is accessed only by members of staff. A copy of the child's care plan is kept in the cupboard with their medication, a copy is also kept with the child’s registration documents.  Medication that is stored for emergencies i.e. Epi-pens, are kept with specific instructions to ensure correct administration. Children will not self-administer.  These will only be administered by trained members of staff or the child’s parents/carers.
· Staff will wash their hands prior and after the administration of medication. 

· With regard to the administration of life saving medication such as insulin/adrenaline injections, Epi-Pen,  anti-histamine medication or the use of nebulisers parents/carers, health care workers     Pre-School staff will work together to create a healthcare plan; the position will be clarified with the Pre-School’s insurance company when the Pre-School is approached by parents/carers  (The Pre-School is insured with Sun Alliance and so this will be through the Insurance Officer at Pre-School Learning Alliance National Centre.) 

· Parents/carers, the key person, Pre-School Leader and health professionals will work together to complete a risk assessment for the child in the setting. 
· Parents will be informed as soon as possible after any anti-histamine/ allergy medication or lifesaving medication has been administrated. If the setting needs to seek support from the emergency services and the child is taken into hospital, their medication will be taken in a sealed plastic box clearly labelled with a copy of the consent form signed by the parent.

· If rectal diazepam is given two members of staff must be present and co-sign the medication record.

· The child’s key person will notify all members of staff of specific medical conditions at the morning meeting. 

· Medication that requires refrigeration will be stored in a clearly named airtight container in the fridge.  

· Parents/carers are responsible for returning unused medication to the pharmacy for safe disposal.

· Relevant members of pre-school staff will undertake relevant training, i.e. Epi-pen.

· Staff are trained appropriately as and when they are requested by parents/carers to administer medication or treatment such as managing feeding through a tummy peg. 

· Nappy rash cream may be applied by the child’s key person/staff member if required if a nappy cream consent form has been filled in by the parent/carer. Nappy rash cream belonging to a child must be clearly named with the child’s name and stored in the secured cupboard in the kitchen. Nappy rash cream supplied by Pre-school will only be administered if parents have signed a consent form and indicated their wish that their child be given Pre-school provided cream.
· When planning trips, consideration will be given to the needs of children who receive medication during the day. The parent, key person or other informed member of staff will always accompany the child. Medication will be carried in a sealed plastic box clearly labelled with the child’s name and name of the medication.  A copy of the consent form will be placed inside the box and a card to record when it has been given. The card will then be attached to the medicine record book and the parent/carer will sign it. 
· Pre-School will not administer over the counter medicines to mask the symptoms of an illness or fever.

Staff Medication

· Staff may not work if they are taking medication that affects their ability to care for children.
· Staff medication must be stored out of reach of children. This is stored in the medication cupboard in the store room; the key is kept inside the kitchen cupboard.
First Aid and Injuries

· All permanent staff are required to complete a paediatric first aid course and there is always a member of staff at each session qualified to administer first aid. The first aid equipment is kept clean, replenished and replaced as necessary. Sterile items will be kept sealed in their packages until needed and use by dates are checked. The health and safety officer regularly maintain the First Aid Boxes, and these are accessible to adults at all times.

· Correctly stocked first aid boxes are stored in the children’s washroom out of reach of the children. Items are replaced as they are used and use by dates checked before use and each term.
· If a child arrives at Pre-School with an injury this will be recorded at the beginning of the session the child attends by their parent/carer.  Any injury that is noticed by a member of staff that has not been recorded at Pre-School by the parent will be noted on either an incident form for when a child arrives with an injury or record of concern, whichever is more appropriate according to the Safeguarding Children procedures.  The child’s key person or the Pre-School Manager will meet with the child’s parents/carers to ensure they are aware of the injury and to ensure that Safeguarding Children procedures are followed.

· Parents/carers are informed of any accidents suffered by their child and the first aid treatment given in Pre-School using an individual Accident Record Sheet.  Parents/carers are asked to sign the Accident Record Sheet. A summary of accidents/incidents is made every half term and reported at a staff meeting to review why and how accidents have occurred and if any preventative action is required. 
· If a child suffers a head injury the form will be filled as normal and a further monitoring sheet will be completed and sent home with parents/carers.
· If a child suffers more than a minor bump to the head the parents/carer will be phoned, immediately.
· If a child has been bitten at pre-school their parent's/carers will be phoned immediately.
· Children travelling with members of staff on coaches should not eat as a precautionary measure.

· Ofsted and the Suffolk Safeguarding Children Board will be informed as soon as is practical (at least within 14 days) of any serious accident or injury to, or the death of any child or adult, whilst receiving care, visiting or working at Stonham Aspal Pre-School. We will act on any advice given.

· Ice will be provided for any amputated digit i.e. finger, this will be put into a zip locked bag to be taken to hospital. (never wash an amputated digit)

· Sterile Saline wash will be used in the case of sand/soil getting into a child’s eye. Staff will wear protective gloves to apply the wash; this will be dripped into the child’s eye until the sand/soil has been removed.
Sun cream
· Parents/carers are asked to fill in a Sun Protection Form at the start of warm weather or when they start at Stonham Aspal Pre-School.

· Parents/carers are asked to bring in their own sun cream clearly named for their child or give permission for Pre-School sun cream to be applied.

· Parents/carers are asked to send their child to Pre-School with sun cream already applied.
· Parents/carers are asked to write on the form when they would like sun cream to be reapplied.
· Staff will always ensure that sun cream is applied at regular intervals throughout the day.

ACTION PLAN FOR WHEN A CHILD IS ILL AT PRE-SCHOOL

1. The member of staff/ key person who is with the child when they become ill will care for the child until they are collected by their parent/carer.

2.  That member of staff will make another member of staff aware of the child who is sick and ask them to phone their parent/carer to ask them to come and collect their child.

3.   If the child has vomited another member of staff will assist, if help is needed, to clear up of any bodily fluids etc. All body fluids will be wrapped in a bag then disposed of in the nappy bin. Disposable vomit bowls will be provided for, when a child is vomiting. The child’s clothing will be changed if necessary and any soiled clothes will be wrapped in a bag to be taken home by the parents/carers

4.  A member of staff will stay with the child, isolated from other children, but within sight or hearing of another member of staff until the parent/carer arrives.

5. When the parent/carer arrives the member of staff who answers the door will take them to their child.  Any soiled clothing should be taken away to be laundered.
Personal Hygiene  
· Children and adults must wash their hands under running water and with anti-bacterial liquid soap before preparing snacks, at lunch times, before administering medication, after changing nappies, dealing with bodily fluids and after using the toilet. Paper towels are provided for drying hands. These are disposed of in bins which are emptied each day or as they become full during a session. Adults will explain to children why they need to wash the germs from their hands.

· Children with pierced ears are not allowed to try on or share each other’s earrings due to the risk of spreading infection.

· Boxes of tissues are available, and children are encouraged to blow and wipe their noses when necessary. Soiled tissues are disposed of hygienically into bins which are emptied each day or as they become full during a session.

· Children are encouraged to shield their mouths when coughing to prevent the spread of infection, they are then reminded to wash their hands.

· Whilst supporting children with their personal hygiene staff will: -
· Maintain the child’s dignity by offering as much privacy as is possible without compromising safety regarding child protection issues. 

· Only change nappies or clothing when they have received a DBS check and are familiar to the child. 

· Nappy changes are recorded on a sheet; any concerns are noted on a personal care sheet which are kept in the personal care folder or on a record of concern form whichever is more appropriate.

· Always make another member of the team aware that they are taking a child to the toilet or changing their nappy.
· Staff will put on aprons and latex-free gloves to protect themselves and the child from the risk of cross infection.  Staff are aware of the risks of infection from bodily fluids. 

· Place all wipes etc. used during the cleaning up process in nappy bags and tied securely before being placed in the nappy bin.

· Place soiled clothing in nappy bags or carrier bags, tied securely, and placed in the child’s bag if they have one and placed on their peg. Soiled clothing will not be rinsed at Pre-School.

· The nappy bin will be emptied at the end of each session or sooner if it becomes full.

· Latex-free gloves will be placed in a nappy bag and disposed of in the nappy bin.

· Any spills of bodily fluids will be wiped up using a disposable cloth and antibacterial spray, then put in nappy bags and placed in the nappy bin.  Staff will wear latex-free gloves when cleaning up bodily fluids.  Floors and other affected surfaces will be cleaned with anti-bacterial cleaner, disposable clothes and the toilet mop.

· All bloodied objects used to clean a child after an accident will be placed in a bag and disposed of in the nappy bin.

· Spare laundered pants and other clothing are available.  Nappy bags are available to wrap soiled garments.

· Toilets are checked throughout the day, and any action needed is taken i.e.  wiping sinks, flushing the toilets.
Cleanliness of the Environment

· An inspection of the cleanliness of the building is made each morning and after the session this is then signed and dated.

· The floor is washed at the end of the day with an anti-bacterial floor cleaner and left to dry naturally

· Tables are disinfected with an anti-bacterial spray at the end of each day.

· Equipment is checked for cleanliness when it has been used.  Toys are cleaned and washed thoroughly.
· The water in the water play tray is changed after each session or during the session when necessary.

· The outside area is checked for faeces and debris before the children use it each day and staff are required to tick the check list as evidence of this.
Animals in the setting or on visits

Children learn about the natural world and living creatures as part of the Revised Early Years Foundation Stage Framework (2012). This may include having living creatures in the setting or experiencing them during visits. We aim to ensure that this is in accordance with sensible hygiene and safety controls.

· We carry out a risk assessment with a knowledgeable person, considering hygiene and safety risks posed by the animal.

· Children are taught how to handle and care for animals in the setting, or visiting, and are always supervised.

· Children wash their hands after handling animals in the setting, or visiting, and do not have contact with soiled bedding.

· Staff wear disposable gloves when cleaning housing or handling soiled bedding.

· If animals are brought in by visitors to show the children, they are the responsibility of the owner but will always be supervised by a member of the Pre-School staff.

· The owner and Pre-School will carry out a risk assessment, detailing how the animal is to be handled and how any safety or hygiene issues will be addressed.

· Before visiting a farm or other animal setting information about how children will be able to wash their hands etc. will be acquired and a risk assessment will be carried out. 

Sleeping Children

If a child requires a sleep or falls asleep at Pre-School they will be placed in a quiet area. Staff will fill in the sleeping child chart and record the time the child falls asleep. All staff will be made aware of the sleeping child and where they are. Checks will be made every 10 minutes by going over to the child and checking their breathing and their head for temperature. Staff will record the checks and add any comments if needed. The time of when the child wakes will also be recorded. The parent will be informed of how long the child has slept. Sleeping charts are kept for the duration of the current half term in case of reference needed by parents or medical professionals, should members of staff notice unusually or alarmingly sleepy behaviour, parents will be notified.
Security
All members of staff (both paid and volunteers) are aware of the systems for arrivals and departures.  A permanent member of staff will be present at the main entrance door during these periods.

· Staff wear uniforms and named badges. Staff members named photographs are displayed in the entrance lobby. 

· We check the identity of people visiting (see Policy on Visitors). 

· The main entrance is secured with a key coded locked door. The door is easy to exit from within in the event of fire but can only be accessed from outside using the code which only staff members should know, this will be changed routinely to avoid becoming familiar to non-staff members.
· The door between the lobby and the main classroom has an adult height latched handle so that children cannot exit the classroom without adults. This door is also alarmed when the children are in the pre-school setting.
· All children, staff and visitors must record the time of their arrival and departure.
· Children are counted both in the register and by a head count as soon as possible in the morning, lunch time and at 1 o clock. The number is written in the register, on the white board in the main hall and each member of staff is told the number, to ensure that all staff know how many children are on the premises.
· Parents and carers must record on their child’s registration who is authorised to collect their child.  If someone other than the person on the registration form is going to collect the child, the parent/carer must inform the pre-school in writing and provide a description of the person. Pre-school staff will arrange with parent/carer a safe password with them for the adult collecting their child if this adult is unknown to pre-school staff. This notification will be kept with the register.  The member of staff on the main door will be aware that someone different will be arriving and identify them.  Any unauthorised person attempting to collect a child will be questioned and the child will not be released to them until a telephone call has been made to the parent/carer to confirm that they are the authorised person to collect their child.

· We will not release a child into the care of a friend or relative who is under the age of 16, if a young person is to be collecting a child the circumstances and agreement will be fully detailed with the parents of the child and met on a circumstance-specific arrangement. 

· Visitors must record their name, purpose of visit, arrival and departure time, in the visitor’s book.

· Staff are made aware of any visitors in the Pre-School. All mobile phones/cameras will be placed in a secure box in a locked filing cabinet in the office. (Refer to Safeguarding Children Policy).
· The rear outdoor space is securely fenced, and the gates are secured with padlocks.  The fire exit gate has a breakable box with the padlock key in it and is unlocked, opened fully, cleared of debris and locked securely once a fortnight to ensure a swift exit can be made if need be This is signed on the morning checklist.
· A risk assessment, including the security of the premises and equipment, is made each morning (refer to risk assessment sheet). The outside area is checked each morning for debris etc. and any potential hazards and staff are required to sign a check list as evidence of this.
· Annual, termly and daily risk assessments are carried out by staff.
· The fire risk assessment is reviewed once a year by the Health and Safety Officer and every three years by a professional fire safety officer. 
· Any changes to our premises/facilities affecting the level of care and space available to the children will be notified to Ofsted.
Safety in the environment
· The layout of play equipment allows adults and children to move safely and freely between activities.

· Statutory adult to child ratios are always met. There will be at least 2 adults present when children are on the premises. Adult supervision outside will be according to the number, age and needs of the children.

· Risk assessments are carried out on equipment.  Training is given on how it is to be used. The safety of the resources is assessed regularly. Any hazards identified are notified to the pre-school leader and will be assessed and appropriate action will be taken.
· Staff encourage children to maintain a safe environment by putting aprons on pegs, playing with equipment appropriately etc.
· Door jams are provided to minimise the risk of children trapping their fingers. The door guard which is used on the hall entrance door is removed, as soon as most of the children have entered/departed pre-school to ensure the fire wall is maintained.
· Windows are provided with safety locks, so children cannot climb through them.

· Low level windows are made from materials that prevent accidental breakage and are made safe.

· Plug covers are no longer used on the premises due to new regulations but unused sockets are to be switched off.  
· The temperature of the water in toilets and playroom is controlled to prevent scolds, and the temperature is taken and recorded monthly.
· A hook is placed on the kitchen door when it is not occupied to prevent children gaining unsupervised access
· Fire doors are never obstructed, and fire drills are carried out at least twice a half-term (refer to Fire Evacuation Procedure for further details). 
· Fire Extinguishers are maintained and checked annually, and staff are aware of how to use them.
· Electrical equipment is PAT tested every 2 years and a visual check is done every year. Leads and sockets are guarded.
· Smoke detectors, fire alarms are checked by the Health and Safety Officer once a week and the emergency lightening is tested every fortnight, a record made of this. If there are any concerns appropriate action will be taken. An outside agency makes regular visits to maintain these.
· We liaise with the Primary School to complete fire evacuation procedures for the whole site.
· Any risks will be eliminated or reduced and monitored and reviewed.
· Dangerous chemicals such as cleaning fluids are stored in a secure cupboard.

· Manufacturers Substance Data Sheets are kept on file and stored in the cupboard with the cleaning chemicals. 

· Children’s medicines see “Administration of Medication”.

· Hot drinks are consumed in the kitchen (unless children are present in the kitchen.)

· The daily register and visitor’s book for both adults and children are kept in the entrance lobby during the day.
· There is no smoking in the Pre-School at any time or illegal use of drugs in the Pre-School.

· Alcohol will only be consumed at social events outside normal Pre-School hours, when children are the responsibility of their parents and carers.

· First Aid Boxes-see “First Aid and Injuries”.

· The adult to child ratio will be a minimum of 1 adult to 2 children for trips which involve the children leaving the Pre-School or Primary School site.  Legally required adult to child ratio’s will be maintained for visits to the Primary School.  Additional help will be sought for these visits when it would benefit the children or maintain safety. 

· Any contractor, staff or any person planning to work in/on the pre-school building are required to read the premises asbestos report and sign a signing in log sheet in accordance with Suffolk County Council’s Health and Safety Asbestos Policy which is situated in the red asbestos folder, in the cupboard.
Equipment

· When children are doing activities such as cooking they are organised into small groups where they can receive closer supervision.
· All resources and materials, which are used by children, are stored safely.

· All equipment is risk assessed each morning.

· Toys are checked for cleanliness each time they are used, and any defective toy is removed.
· Before purchase or loan of equipment and resources they are checked to ensure that they are safe for the ages and stages of the children currently attending the setting.

· Resources are developmentally appropriate, and any risk assessed before being used with the children.

· We undertake a general risk assessment of Health and Safety matters each term.  Pre-School activities and movements are evaluated daily, in the morning and after the session.  Risk assessment forms are updated accordingly.

· Matters concerning health and safety are discussed at staff meetings.  Points raised are placed in the action plan and measures put in place and reviewed.

· If an incident occurs in the work place and a member of staff is involved and is off work for more than 7 days, then the incident will be reported to HSE Incident Contact Centre-(ICC) on 0845 300 9923 or by E Mail www.hse.gov.uk/riddor/index.htm. 

FIRE ACTION NOTICE

On hearing the Fire Alarm or Whistle please follow the following procedures;

· Evacuate the building quickly and calmly through the most appropriate fire exit. Take register (with emergency contact details for children and adults) to confirm that everyone is present. Take phone.
· Gather on the school playground and take register.

· Alert the Primary School.

· Phone the emergency services, 999. 

NEVER RETURN TO THE BUILDING EVEN IF YOU THINK THERE IS SOMEONE INSIDE.

NEVER TRY TO PUT THE FIRE OUT YOURSELF.  FIRE EXTINGUISHERS ARE TO HELP YOU ESCAPE NOT TO PUT OUT FIRES.  THE FIRE EXTINGUISHERS ONLY LAST BETWEEN 30-50 SECONDS.

Fire Evacuations Procedures

Stonham Aspal Pre-School have adopted the following procedures for evacuating the building in the event of the fire alarm being sounded.  Children are safely led away from the building/play area and adults do not take any risks.

Our aims are that: 

· No child or adult will take personal risks. 

· Staff fully understand the required procedures and understand their role. 

· Staff will work in a way that reduces the risk of fire. 

· Staff will follow the advice that the fire brigade and safety officer give.

Methods:

· We have a fire procedure/action plan on the wall for everyone to read.

· Every child will do a fire drill and will be marked off a list to ensure all children have completed a drill

· We ensure fire drills are carried out twice each half term.

· The role of adults in the fire evacuation procedure is shown on the fire drill/fire action plan and discussed at each staff meeting to ensure different scenarios have been considered.

· We will ensure all staff receive training on fire procedures 

· We will perform a formal risk management assessment at least once a year and will monitor risks each day. 

· We will keep a daily register of children, staff and visitors for each session. 

· Emergency contact details of children and adults are kept with the daily register.

· Each morning members of staff discuss their role in the event of a fire or fire drill

· Staff are kept updated through courses that the fire safety officer attends.

· The fire alarms are tested weekly and emergency lighting are tested fortnightly.
· In the event of a fire occurring, the fire alarm will sound. On hearing this the evacuation procedure to follow is: 

· The pre-school staff immediately lead children out through nearest fire exit in a calm and reassuring manner (only picking up the register and phone if they are very near to hand).  

· The first adult leads the children and adults to safety then counts the children before taking the register to find out if anyone is missing.  The designated meeting place is the Primary School playground.

· Before leaving the building a designated adult checks that the toilets, kitchen and hall are all clear and collects the daily register and the phone, if it is safe to do so and if they have not already been taken.

· The Fire Brigade will be called as soon as possible.

· The Primary School will be made aware of the fire.  A member of staff will alert the teachers in the nearby classrooms.

· During a Fire Evacuation nobody will stop to collect possessions or return to the building until the Fire Brigade have said it is safe to do so.

FIRE DRILL

· Each fire drill is evaluated and discussed with staff regularly. All staff taking place in the fire drill will have an input into the evaluation. Staff will sign to say they have read the report and have taken note of any action plan.
· Fire action notices are placed around the building to notify the staff and visitors of what to do if they discover a fire.

In the event of a Fire Drill, the following will happen:

· A member of staff will blow a whistle twice;

· The priority is for all children and adults to exit the building as quickly and safely as possible.

· Adults lead the children near them out towards the nearest fire exit in a calm and reassuring manner. 

· The first available person walking past is to pick up the register, visitor’s book and phone providing it does not hinder the exit of the children or endanger themselves to do so.

· The first member of staff out will count the children. 

· Whilst other adults lead the children to safety the person nearest the toilets will be allocated to check that the toilets, kitchen and hall are all clear and will collect the daily register, visitor’s book and phone if this has not already been done.

· All doors will be checked that they are closed with no safety guards or door stops.

· If the Pre-School group must evacuate via 2 exits, the number of children in the first group to reach the playground is checked and a member of staff will quickly go to the other group to check numbers.

· The Pre-School Leader will check the daily register and the visitor’s book to make sure everyone is present;

· A member of staff will alert the Primary School.
· The Pre-School Leader will explain to the children that in the event of a real fire we would continue to safety at the Primary School and ring the Fire Brigade;

· Each Fire Drill is timed and recorded by the Health and Safety Officer – any problems highlighted are rectified and discussed at staff meetings;

· The daily register contains details of contacts for each child and adult;

· During a Fire Drill nobody will stop to collect possessions or return to the building until the Fire Drill is completed.

Helping at Pre-School

Advice for Visitors

· Please sign in and out.
· Please sign our “Suitability to Work with Children” Statement.

· Please read the Fire Action Notice.
· Please do not discuss issues relating to children that you observe in Pre-School with anyone once you have left the session.
· Please bring any concerns you have about a child to the Pre-School Leader immediately.
· Please leave bags in the box in the office and coats on the adult height pegs near the cleaning cupboard.  Cameras and phones must be placed in the secure box in the office, signed in and out.
· Visitors, helpers and students must not enter the children’s toilet area. If you need to take your own child to the toilet, please make a member of staff aware. (see Safeguarding Children policy)

· Please keep hot drinks in the kitchen.
PROCEDURE TO FOLLOW IF A CHILD IS MISSING DURING A PRE-SCHOOL SESSION

As soon as it is suspected a child may be missing: -
· The Pre-School Leader will search the building and outside area.

· The Deputy Pre-School Leader will check that all exits are secured.  If it is found that an exit is not secure, then the Police and the Primary School will be contacted immediately.

· The remaining children will be gathered together by staff and a head count taken.

· The Deputy Pre-School Leader will ring for emergency cover to ensure that enough extra adults are available as soon as possible.

· Once the building and outside area have been searched, and if the child has not been found, the parent/carer of the missing child will then be contacted by phone.  

· A further thorough search of the premises will then be made by the Pre-School Leader and another member of staff.

· Staff will then contact the Police to report the child missing and take their advice.  The Primary School will also be made aware.  This will happen when the child has been missing for 10 minutes.

· Any incident concerning a lost child at Pre-School will be recorded on an Incident sheet.

· Ofsted will be notified of any incident concerning a lost child at Pre-School as soon as the incident is under control or has been passed to the Police to deal with.

PROCEDURES FOR A CHILD WHO IS MISSING ON AN OUTING

We minimise the chances of children going missing on an outing by ensuring they are properly supervised by a parent/carer or member of staff.

The procedure to follow if a child is suspected to be missing is: 

· Adults and children will gather at a pre-arranged meeting point. 

· Pre-School staff will establish when the child was last seen and what clothes they were wearing.

· The venue staff will be alerted and asked to assist in the search for the missing child with any Pre-School staff who are not directly responsible for another child.

· A register will be taken to confirm who is present.   

· The police will be telephoned to report the situation and staff will follow their advice if the child has not been found within 10 minutes. 

· If the parents/carers of the missing child are not on the outing, the Pre-School Leader or Deputy Pre-School Leader will telephone the parents/carers and advise them of the situation if the child has not been found within 15 minutes.

· All staff keep in contact by mobile phone during this procedure. 

· If the child cannot be found within 15 minutes the trip will be concluded.  Staff, parents/carers and children will return to Pre-School whilst one member of staff will remain at the venue to assist in the search.

· Any incident concerning a lost child on a Pre-School outing will be recorded on an Incident sheet.

· Ofsted will be notified of any incident concerning a lost child on a Pre-School outing as soon as the situation is under control or been passed to the Police.

Links to other policies:

Admissions

Behaviour Management

Confidentiality

Documentation

Employment

Equality and Diversity

Pre-school Trips

Safeguarding Children

Special Educational Needs

The Learning Environment

Visitors to Pre-school
Through this policy we promote the five Every Child Matters Priority Outcomes:

· Stay Safe

· Being Healthy

· Enjoy and Achieve

· Make a Positive Contribution

· Achieve Economic Well-being

Responsibility

· Stonham Aspal Pre-School will ensure that all staff, parents, volunteers and others involved in its work will follow and implement this policy.

· The managerial responsibility for this policy will lie with the Stonham Aspal Pre-School management committee and staff team.

· This Health and Safety Policy will be evaluated and reviewed by the management committee.  Staff contribute on an annual basis and parents will also be invited to contribute.

· We will listen to children’s point of view and consider this when making and reviewing policies.
This Health and Safety Policy was adopted at a meeting of the Stonham Aspal Pre-School Committee:
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