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Health & safety
3.1 Health & safety general requirements
Policy statement

We believe that the health and safety of the children is of paramount importance. We ensure that Beechoak Farm is a safe and healthy place for children, parent’s staff and visitors. We train all our staff so they are competent to carry out their tasks. This policy is reviewed regularly. 
Procedures
Risk assessment

· Risk assessments are carried out daily with more in depth assessments carried out each month. We assess what the risk is, where it is, who is at risk, the chances of the risk occurring and the level of impact it would have if it did. We then consider appropriate control measures to remove or reduce the risk to a safer level.
· Separate Risk assessments are carried out for expectant mothers, maintenance contractors and students where necessary.
General standards
· Charlotte Muggleton, Sarah Norfolk & Hayley Majeika are the nominated Health and Safety officers and any concerns or issues should be brought to their attention.

· Charlotte Muggleton, Sarah Norfolk, Samantha Shorter, Lisa-Jane Shepherd & Hayley Majeika are all trained to Level 3 in Health & Safety at work, as is our handyman Tony Douglas.
· Charlotte Muggleton & Steve Crosby assume ultimate responsibility for the Health & Safety on the premises, making the decisions on all of the large bulk purchases.

· Sarah Norfolk and Hayley Majeika oversee the daily running of Health & Safety within the nursery.

· Charlotte Muggleton ensures that all PAT testing and mains testing is up to date. 
· Sarah & Hayley ensure that all staff are aware of safe working practices by discussing issues such as manual handling etc, on induction, regular training updates, at staff meetings or as and when the need arises.

· Evacuation procedures due to fire and intruders are carried out regularly and the children are educated about action needed during an emergency situation.
· Each room leader is expected to maintain a safe working environment for themselves and colleagues, and a safe play environment for the children in their care. Room leaders visually sweep their rooms each day to ensure a safe environment and sign a declaration to confirm a safe environment is available.
·  Toys are checked regularly and any broken toys are discarded, all cleaning products are kept out of children’s reach, anything thing that they feel could be deemed a risk is shared with the Officer-in Charge who will either deal with it personally or will seek advice from  the proprietors.
· Children who are sleeping are checked regularly.

· Each member of staff is expected to take responsibility for their own safety ensuring that any decisions they make, take into account risk factors. All staff must use the protective clothing supplied. 
· We operate a no smoking/ no drug taking policy in all areas of the site.

· Adults do not remain on their own in the building or leave on their own after dark. Any adult involved in an accident whilst on the premises will be entered into the accident book.

· We keep a record of all hazardous substances, the risk and what to do if they have contact with eyes, skin or are ingested. All chemical are kept in their original containers.

· Our outdoor area is securely fenced and is checked for safety and cleared of rubbish, poisonous plants, faeces etc before use. All outdoor activities are supervised at all times. 
· If water has formed a pool it will be cleared before the children are allowed outside and the sand pit is covered at all times. Any issues that they cannot resolved will be brought to the attention of the Officer in charge.
· Outside gates have had lugs fitted to prevent them from opening the full way causing finger traps, signs encourage staff, parents and visitors to open gates with care. Parents have been advised not to let the children open the gates.

Hygiene

· We keep up to date with the latest recommendations.
· We encourage the children to learn about personal hygiene through or daily routine.
· The children’s rooms are cleaned everyday with a stringent procedure for cleaning the toilet areas.
· All resources, including toys, furniture and dressing up clothes are cleaned on a rota basis.
Purchasing

· Before purchase all toys/ resources are risk assessed to ensure they conform to current British & European Standards (EN71), all equipment is checked for evidence of a ‘Mark’ these include The Kite Mark, The CE Mark and The Lion Mark.
· We only purchase toys/ equipment that we feel are safe and suitable for the intended use.

· Any outside play equipment or surfacing is checked with the guidelines of the European standards EN1176 & EN1177 as per SMP pamphlet enclosed.
· No toy or piece of equipment is altered to take it out of its standard without careful consideration and risk assessment from a competent person.
· Any donated toys/ equipment are checked against the above guidelines and vetted for safety before use with the children.
3.2 Fire safety & emergency evacuation

Policy statement

We are familiar with current fire safety legislation and keep fire risk low by ensuring high standard of fire precaution.

· Hayley Majeika and Sarah Norfolk are the Fire Managers and attend regular training which is cascaded to staff through staff meetings.

· Fire doors & exits are clearly marked, never obstructed or propped open. Fire doors in lower building are linked to a magnified device.
· Smoke detectors and fire fighting devices conform to BSEN standards, placed in the appropriate areas and serviced regularly by Eastern Fire Extinguishers.

· Our emergency evacuation procedure is practiced at least every four weeks and is clearly displayed on the premises with kept records of drills and servicing of equipment. Our fire meeting point is located in the parent’s car park. Signage shows meeting point. 
· We test our fire alarm break glass weekly.

· We have personal Emergency Evacuation plan (PEEP) in place for those who require it. 

3.3 Reporting of accidents and incidents

Policy statement

We adhere to the guidelines laid out by RIDDOR (Reporting Injuries. Diseases and Dangerous Occurrences) for the reporting of accidents and incidents.

· Our accident and child incident books are located in the main school hallway and are accessible to all.  If an accident is dealt with, an accident report form is completed and the parent is asked to sign it at the end of the day.  All staff are aware of the procedures for completing accident or child incident forms including near misses.
· Any head or serious injuries are immediately reported to the Officer in Charge, she will decide if further treatment is required or if parents need to be informed.

Trends in accidents are reviewed monthly and action is taken to reduced occurrences.

· We notify Ofsted, the HSE and the local authority environmental health (01992 564000) of any major injury to a child or adult, including death, any dangerous occurrence or occupational disease with regard to RIDDOR.

· If an injury occurs which needs medical treatment at the hospital a member of staff will also attend with the child until a parent arrives. They will then leave child and parent at hospital to return to work. All our staff are first aid trained. We have first Aid boxes located in Squirrels room (upper barn) and Lobby area outside Ducks room. There is also one in the dining room. 
Main incident book

· We also report to the Health and Safety Executive any occurrences of a dangerous nature that could have caused serious injury or fatality. This will be recorded in our main incident book located in the office.

· We keep to hand telephone numbers for emergency services including the local police, plumbers etc.

· The incident book contains any incidents that have occurred on or nearby the premises, including burglary, theft, intruders, gas leaks, fatalities etc.

· In the main incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it, if it was reported to the police, and if so a crime number, any follow up information. In the unlikely event of a child dying on the premises the emergency services are called and their advice followed.

· The main incident book is not for recording issues of concern regarding a child. This is recorded on the child incident forms.
3.4 Food hygiene

Policy statement

We are registered with the Environmental Health Department and ensure that the highest standards of food purchase, storage, preparation and serving are met.

· The person responsible for food preparation understands the information laid out in Safer Food Better Business.

· Anyone member of staff that prepares food for the children has a current food hygiene certificate.

· Juliana Ball is the person responsible for food preparation and carries out daily opening and closing checks to ensure that high standards are met, e.g. temperatures and dates are checked regularly, waste is disposed of daily etc

· We use reliable local suppliers and where possible grow our own fruit and vegetables to use.
Food poisoning

· If we are informed that an adult or child if suffering from food poisoning we will asked it to be confirmed by their GP. If it is confirmed and it seems possible that the source of the outbreak is within the setting the Officer-in-charge will report it to the Environmental Health Department and the Health Protection Agency. All members of staff at Beechoak Farm will comply with any investigation.
· We follow the 48 hour rule of absence from work if anyone has vomiting or diarrhoea.
· If the food poisoning is identified as a notifiable disease under the Public Health (Infectious Diseases) Regulations 1988 we will report the matter to Ofsted.
This policy was adopted by staff at Beechoak Farm Montessori preschool.
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