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Introduction

It is the aim of Early Birds to provide safe conditions for all children and staff.

Young children present particular hazards in view of their small size and unpredictable behaviour. All staff will take this into account when supervising.

Our statement of general policy is:

· To provide adequate control of health and safety risks arising from our work activities

· To consult with our employees on matters affecting their health and safety

· To provide and maintain safe equipment

· To ensure safe handling and use of substances

· To provide information, instruction and supervision for employees

· To ensure all employees are competent to do their tasks, and to give them adequate training

· To prevent accidents and cases of work-related ill health

· To maintain safe and healthy working conditions

· To review and revise this policy as necessary at regular intervals 

1 Responsibilities

· Overall and final responsibility of health and safety is that of Ursula Page

· Day to day responsibility for ensuring this policy is put into practice is delegated to Jane Starling and Pauline Marriott

· To ensure health and safety policies are maintained / improved, the following people have responsibility in the following areas

· Name: Joanna Hardy

      Responsibility – risk assessment – generic. Accident reporting

· Name: Jean O’Reilly

      Responsibility – Daily checks, young persons and pregnant workers

· All employees have to

· Co-operate with supervisors and managers on health and safety matters

· Not interfere with anything provided to safeguard their health and safety

· Take reasonable care of their own health and safety

· Report all health and safety concerns to an appropriate person

2 Liaison with Knowle School

· The Management of Health and Safety at Work Regulations 1999 (and its subsequent amendments) require that where necessary for reasons of health and safety liaison takes place. 

· As the nursery and kids club is attached to the school building, informal liaison takes place regularly throughout each working day between Early Birds and school staff. 

· Where there is a particular issue that needs to be discussed, specific arrangements will be made to raise it with the Office Manager and/or Site Manager.

· Early Birds will be invited to Health and Safety meetings at the school.

3 Risk Assessment

· Risk assessments are conducted on a continuous basis throughout each working day. 

· Where a significant risk is being assessed this will be conducted formally and recorded. 

· The need for two specific risk assessments are also acknowledged, i.e. young persons and new and expectant mothers and these will be conducted as and when necessary.

· Our policy is one of continuous assessment of risks and to take appropriate action as a result of that assessment. 

· Members of staff responsible for risk assessment are the proprietor and designated staff (see 2)

Early Birds will minimise risks by:

· Having an annual overall risk assessment at the beginning of each school year by managers having regard for the setting’s new intake. In addition specific risk assessments are carried out for new activities – e.g. visit to local library clearly stating when it was carried out, by whom, date of review and action taken following a review.

· Making regular safety checks before each session.

· Making use of an accident record book to identify hazards and risks, reviewing it regularly to see if there is a pattern of accidents and how these might be prevented in future.

Before carrying out a risk assessment, consider:

· Who will be responsible for the exercise

· Who is responsible for ensuring safety

· How the results will be known

· How it will be reviewed

· How it affects the health, safety, training and induction policies and procedures.

When conducting the risk assessment, consider:

· Potential dangers posed by strangers

· How the children might see things

· The activities that take place, especially outside and away from the premises

· The individual needs of the children

· The individual needs of staff

Potential hazards to be included in the assessment:

· Electricity and water

· Doors, windows and glass

· Floors and steps

· Furniture

· Hot appliances – e.g. kettle / microwave

· Food and liquids

· Sharp equipment

4 Pregnant Workers

· Some hazards in the workplace may affect the health and safety of new and expectant mothers and of their children and therefore as an employer it is Early Birds intention to do all that is reasonably practical to control these risks should a member of staff become pregnant.

· All female staff of child bearing age will be informed of the need to inform us as soon in their pregnancy as they feel comfortable to enable the risk assessment to be conducted. This will be covered in induction training.

· A risk assessment will be conducted specific to each individual as soon as we are made aware that a member of staff is pregnant which takes account of their current duties in order to decide what (if any) work activities should be avoided or whether any changes should be made to their working conditions or hours of work. 

· If it is not possible to avoid a particular risk then we have a duty to make changes to their working hours or conditions, offer suitable alternative work, or if that is not possible give the worker paid leave. 

· The assessment will be recorded and reviewed on a monthly basis throughout the pregnancy. 

· Notices will be posted for the attention of parents / visitors if it felt necessary for their health and safety (e.g. a incidence of German Measles).

· Manual handling; the lifting and handling of equipment and children should be avoided during pregnancy. 

5 Young Persons

· Work experience representatives who may spend time with us are covered by these requirements. Because young people may be at particular risk due to their immaturity and inexperience a risk assessment will be conducted before the young person starts work, which considers the risk, they may be exposed to in our work environment, e.g. manual handling and possible exposure clinical waste. The assessment will also consider the risks that our children could be exposed to if activities of the young person are not properly controlled.

· Young persons will be prohibited from work activities unless they are being supervised by a long standing member of staff

· No young person will be permitted to manually handle children / heavy or electrical equipment

· Young persons will be excluded from food preparation activities

· Young persons will be excluded from cleaning activities involving exposure to hazardous substances

· At the beginning of their work period / placement each young person will receive training in their role

· Training will be available for all staff, especially for those responsible for health and safety and risk assessment. 

6 Visitors

· All visitors to the nursery / club will identify themselves to the manager and sign the visitors’ book.

7 Fire Prevention

· The Fire Service has inspected the club premises. 

· Fire extinguishers are checked at the same time as Knowle Primary School’s, to manufacturer specification. 

· Fire drills will be run each half term (and additionally on the introduction of new staff members or children) for all staff and children. 

· Records of all Fire Prevention activities and fire drills will be kept in the Fire Prevention Log Book.

· Visitors and parents are made aware of the fire exits and routes. All fire exits are clearly marked.

· Electrical appliances are checked annually by a qualified electrician.

8 Fire Drill Procedures

· As part of ensuring that all adults and children know what to do in the case of a fire on the premises, a fire drill (practice) will take place half-termly. 

· The fire exit is clearly marked .

· There is a checklist of action to be taken during a drill or in the event of a fire, on the emergency exit door.

 See Fire prevention and management policy for fire drill and emercency procedures, 

9 Road Safety and Safety on Outings

· If taking the children out of the club for walks or visits, supervision will be maintained at all times, parents' consent given, a first aid box and any child’s individual medical equipment such as epi-pens, a list of all the staff and children’s contact telephone numbers taken and appropriate clothing and equipment taken.

10 Transportation of Children

· Nursery only: Parents will always be included in nursery outings in order to maintain an adult:child ratio of 1:2 and where possible they will provide transport for their own children. 

· Written permission must be given before a child can attend.

· From October 2006, new regulations for transporting children in booster seats must be followed.

· Details (including emergency contacts) of children being transported will be held in the vehicle. 

· When taking children on outings the leader will be familiar with the area being visited, find out the facilities that are available, any risks there may be and the location of contact points for help. 

· The expected return time will be clear and there will be a contact at the school.

11 Doors

· All external doors will be locked with the exception of the fire escape door, which is in an area where there is constant supervision. 

· The main entrance / exit door will be manned at all times when the younger nursery children are entering or leaving.

· Doors should only be opened by a member of staff.

· A child is only released into the custody of their parents / guardians unless the parents have made prior arrangements.

12 Windows

· All windows will be closed or made inaccessible to the children.

13 Electricity Supply and Equipment

· Safety covers will protect all electrical points. 

· Electrical appliances are tested annually.

14 Toxic Substances

· All substances including cleaning materials are kept on a shelf  in a cupboard in the kitchen area, well out of reach of children. This area is out of bounds to children

· Other substances children use are checked to ensure they are non-toxic. 
· Any plants, bulbs, seeds are checked to ensure they are not poisonous.
15 First Aid Box

· First aid boxes will be available and regularly checked for completeness. 

· A first aid book will be included. 

· All members of staff will know of their whereabouts. 

· The boxes are easily accessible and clearly labelled .

· Sue Thacker is responsible for the completeness of these boxes. 

16 First Aiders

· There will be a trained and qualified first aider present at all times. 

· The majority of staff either have up-to-date First Aid certificates or are in the process of doing so.

17 Running

· Staff will discourage running and explain why. 

· Parents are recommended to equip their child with non-slip shoes.

18 Equipment

· Small objects that may cause choking or obstruction are avoided where possible. 

· Toys will conform to the appropriate safety standards. 

· All equipment is cleaned as required and half-termly. 

· Poisonous plants are not used. 

· All spillages (drinks, paints, sand, water, etc.) are cleaned up immediately.

19 The Control of Substances Hazardous to Health Regulations 2002 (COSHH)

· In accordance with these regulations it is intended to avoid the use of hazardous substances wherever possible, negating the need to conduct COSHH assessments. 

· Where this is not possible and a hazardous substance has to be used a COSHH assessment will be conducted first to decide the necessary personal protective equipment, safe systems of work and first aid procedures. 

· All toxic substances, including cleaning materials are kept well out of children’s reach in the kitchen / storage area where children are not allowed.

· Handling clinical waste – staff may occasionally have to deal with body fluids and wastes during the normal course of their work, for example vomit and faeces / urine which may fall within the scope of the COSHH regulations. All employees who may handle clinical waste will be trained in safe procedures and in dealing with spillages. Protective gloves, aprons and masks are provided for staff use.

HIV-positive Children

Because of the possibility of there being an HIV-positive child in attendance the following guidelines are followed:

· Disinfect any surface after a body spillage (urine, faeces, vomit or blood) then dispose of the cloth immediately. Disposable gloves must be worn. .

· Wash any clothes stained with blood or vomit in a 96 degree C wash

· Wash a cut immediately with soap and water

· Discourage biting

· Cover all cuts and abrasions with waterproof dressings

· Wash with soap and water splashes of blood on skin

· Wash with a large quantity of water splashes of blood in eyes or mouth

20 Insurance

· Early Birds have purpose-made Early Years insurance cover for the nursery and kids club. The certificate is displayed.

21 Awareness

· Parents and carers are to be made aware of all health and safety matters and are to have access to all health and safety information available through these policies and procedures and also on the Early Birds website (www.earlybirds.co.uk). 

22 Water

· Water activities are supervised at all times.

23 Security

· When inside, the doors are kept locked at all times.

· Children are reminded constantly of nursery and club rules and are aware of boundaries within the play areas.

· Only a member of staff can open the door. 

· In after school club, children are not allowed to open the door at any time, not even to their own parents.

· The area around the fire door is kept clear at all times.

· There is a procedure in place that staff follow should a child, who has been booked in to the club, fails to arrive at the designated area. See 26 below – Non attendance.

· Where a child has not been collected, contact numbers will be phoned until a named person agrees to come for the child. In the first instance parents will be contacted, unless otherwise instructed. 

· Only named persons can sign a child out from the club. These are listed on the relevant form filled out when the child is first registered.

24 Procedures for children arriving at the Kids Club

· All children must be booked into the club. 

· Parents are asked to inform the club if a child is not going to attend a pre-booked session.

Before School Club: 

· It is the parents’ responsibility to escort the child into the club. 

· Should a child not arrive at the club when a place has been booked, but seen to be in the playground, staff will go out for them and will inform parents of this occurrence (however staff are not responsible for these children if an accident happens in the playground). 

· Infant children are escorted to the infant department by members of Early Birds staff, whilst junior children are sent to their classrooms at the designated time.

After School Club: 

Infant department: 

· Teachers are notified every morning of the children from their class attending that afternoon’s session. 

· Those children are met and registered by a member of Early Birds and escorted to club. Nursery children are collected from our nursery and escorted to the infant club room. 

· When a child fails to arrive the relevant teacher is asked whether the child has been at school and possible reasons for non-attendance. 

Junior department: 

· The children attending the club assemble and are registered. 

· Should a child on the list fail to meet the child’s teacher is asked about attendance, etc.

· Non-Attendance. Where there is no valid reason for non-attendance at the club a member of Early Birds staff will telephone the contact numbers on the registration form immediately. 

· The school premises will also be searched, inside and out, from Kixley Lane to the shoppers car park. 

· The child’s teacher and children in the child’s class will also be asked if they have any knowledge as to the whereabouts of the missing child (e.g. gone to friend’s house). 

· Should staff not be able to make contact with the numbers given on the form, check with school that numbers are up-to-date. 

· Continue to telephone and look for child until there is a satisfactory outcome.

25 Outside Play

· Children are reminded on a regular basis of rules and restrictions. 

· All new nursery / club members are told of these on joining.

26 Dogs

· Dogs are not allowed into Knowle Primary School grounds – apart from Guide Dogs.

27 Lost Child Policy

· The children’s safety and well being is of the highest importance whilst at Early Birds. 

· However, in the unlikely event of a child going missing whilst in our care, a designated member of staff will search the immediate area for a period of 10 minutes. 

· If the child is not found during this time then the Manager will contact the police and notify the parent / carer.

· OFSTED will be informed and there will be a complete review of current procedures.

28 Child Collection

All children must be collected from Early Birds by a nominated person. If a child has not been collected 15 minutes after the end of the session, and no explanatory phone call has been received, to ensure the child’s safety we will:

· Telephone the parents / nominated person.

· Telephone the emergency contact person.

· Should no contact have been made after one hour with the above, telephone Social Services – Duty Social Worker

Two members of staff will remain with the child until the nominated person / emergency person or duty social worker collects them.
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