Health and Safety Policy and Practice

Statement of intent

Oughtrington Pre-School believes that the health and safety of children is of paramount importance.  We make our Pre-School a safe and healthy place for children, parents, staff and volunteers. We promote healthy lifestyles and a high standard of hygiene in our day-to-day work with children.
Aim

We aim to make children, parents and staff aware of health and safety issues and to minimise the hazards and risks to enable the children to thrive in a healthy and safe environment.
Methods

The Supervisor is responsible for health and safety. He/she is competent to carry out these responsibilities.  He/she has undertaken health and safety training and regularly updates his/her knowledge and understanding.  We display the necessary health and safety poster in the kitchen area. 
The appointed  lead Health and Safety Officer is Claire Royle and this role is assisted by Janet Chrystal
Legal Framework
We follow all relevant legislation and associated guidance relating to health and safety within the nursery including:
· The requirements of the statutory Framework for the Early Years Foundation stage (EYFS 2021) 
· The regulations of the Health and safety at work Act 1974 and any other relevant legislation such as Control of substances Hazardous to Health Regulation (COSHH)
· Any guidance provided by the Public Health England, the local health protection agency, the local authority environmental health department, fire authority or the health and safety executive.
Risk assessment

Our risk assessment process includes:

· Checking for hazards and risks indoors and outside, and in our activities, relationships, equipment and procedures.  Our assessment covers adults and children.

· Reviewing impact of infectious disease and medical conditions 

· Deciding which areas need attention.

· Developing an action plan that specifies the action required, the timescales for action, the person responsible for the action and any funding required.
We maintain lists of health and safety issues, which are checked:

· Daily before the session begins

· On receipt of new equipment

· Weekly

· Termly - when a full risk assessment is carried out. 

· Annually reviews 
Insurance cover

We have public liability insurance and employers' liability insurance.  The certificate for public liability insurance is displayed on the notice board adjacent to the kitchen area.

The insurance policy is renewed annually in March. Following the receipt of the application form the PLA, the supervisor records the requested information and raises the invoice amount with the Administrator for payment. In the event that a child attends the Pre School with a medical condition requiring invasive treatment, e.g: Type 1 Diabetes. Training must be sought before the child’s starts. The Insurance Company: Royal sun Alliance must also be informed of these cases.
Awareness raising

· Our induction training for staff and students includes a clear explanation of health and safety issues so that all adults are able to adhere to our policy and understand their shared responsibility for health and safety.  The induction training covers matters of employee well-being, including safe lifting and the storage of potentially dangerous substances.

· Records are kept of these induction training sessions and new staff and volunteers are asked to sign the records to confirm that they have taken part.

· Health and safety issues are explained to the parents of new children so that they understand the part played by these issues in the daily life of the setting.  

· As necessary, health and safety training is included in the annual training plans of staff, and health and safety is discussed regularly at staff meetings.

· We have a no smoking policy.

· Children are made aware of health and safety issues through discussions, planned activities and routines.
Children's safety

· We ensure all staff employed have been checked for criminal records by an enhanced disclosure from the Disclosure and barring Service.

· Ascertain medical information where necessary.

· Adults do not normally supervise children on their own.  

· All children are supervised by adults at all times

· Whenever children are on the premises at least two adults must be present.

· We have an emergency evacuation procedure in the event of flood/bomb threat/intruders to the building
Missing child Procedure

· The person in charge will carry out a thorough search of the building and garden.

· The register is checked to make sure no other child has also gone astray.

· Doors and gates are checked to see if there has been a breach of security whereby a child could wander out.

· Person in charge nominates a person to check the immediate vicinity within a five minute timescale and will contact the Police.

· Parents or carers will be informed within thirty minutes time scale

If a child goes missing from an outing where parents are not attending and responsible for their own child, the Pre-School ensures that there is a procedure that is followed.

· As soon as it is noticed that a child is missing, staff on the outing ask children to stand with their designated person and carry out a headcount to ensure that no other child has gone astray. One member of staff searches the immediate vicinity but does not search beyond that.

· The person in charge is informed and is the point of contact for the police as well as support staff.

· Staff take the remaining children back to the setting.

· The person in charge of the setting contacts the child's parent who makes their way to the setting or outing venue as agreed with the person in charge. 

· The staff contact the police using the mobile phone and report the child as missing within a 5 minute timescale.

· In an indoor venue, the staff contact the venue's security who will handle the search and contact the police if the child is not found.

· The person in charge contacts the Chair of the committee who comes down to the setting as soon as possible.
The investigation

· The committee Chair carries out a full investigation taking written statements from all the staff present at the time, or who were on the outing.

· The key person/staff writes an incident report detailing: 

· The date and time of the report.

· What staff/children were in the group/outing.

· When the child was last seen in the group/outing.

· What has taken place in the group/outing since then.

· The time it is estimated that the child went missing.

· A conclusion is drawn as to how the breach of security happened.

· If the incident warrants a police investigation all staff co-operate fully. In this case, the police will handle all aspects of the investigation, including interviewing staff. Social Services may be involved if it seems likely that there is a child protection issue to address.

· The incident is reported under RIDDOR arrangements and is recorded in the incident book; the local authority health and safety officer may want to investigate and will decide if there is a case for prosecution.

· OFSTED and the local Authority is informed.

· The Insurance Department- Royal Sun Alliance and Pre-School Learning Alliance is also informed.
Security

· Systems are in place for the safe arrival and departure of children. Children's arrivals and departures are recorded in the register.

· The arrival and departure of adults - staff, volunteers and visitors - are recorded and their identity is checked prior to their entrance to the setting.
· Our systems prevent unauthorised access to our premises.

· Our systems prevent children from leaving our premises unnoticed.

· The personal possessions of staff and volunteers are securely stored during sessions.
Doors

· We take precautions to prevent children's fingers from being trapped in doors.

· Alarms are fitted to the doors to alert staff if they are opened.

· Exterior doors are fitted with release doors in order to escape quickly if necessary.

· Outdoor screens are in use outdoors.

· Internal doors are locked and entry is prohibited during Preschool session times.
· Internal doors are also fitted with door wedges to prevent uninvited visitors to the Pre School rooms

Floors

· All surfaces are checked daily to ensure they are clean and not uneven or damaged.

· Steps and risen areas are highlighted with yellow paint.
Kitchen

· Children do not have unsupervised access to the kitchen.

· All surfaces are clean and non-porous.

· There are separate facilities for hand washing and for washing up.

· Cleaning materials and other dangerous materials are stored out of children's reach.

· When children take part in cooking activities, they:

· Are supervised at all times.

· Are kept away from hot surfaces and hot water.

· Do not have unsupervised access to electrical equipment.
Electrical/gas equipment

· All electrical/gas equipment conforms to safety requirements and is checked regularly. 

· Our electrical switchgear is not accessible to the children.

· Fires, heaters, electric sockets, wires and leads are properly guarded and the children are taught not to touch them.

· There are sufficient sockets to prevent overloading.

· The temperature of hot water is controlled to prevent scalds. 

· Lighting and ventilation is adequate in all areas including storage areas.
Storage

· All resources and materials from which children select are stored safely. 

· All equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing.
Outdoor area

· Our outdoor areas are securely fenced. And the soft play area has privacy screens installed.
· Our outdoor areas are checked for safety and cleared of rubbish and animal faeces before they are used.

· 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 sand pit is covered when not in use and is cleaned regularly.

· All outdoor activities are supervised at all times and staff monitor the flow of children, in order to maintain high adult:child ratio’s.

· First Aid equipment is readily available outdoors

· The soft play area is regularly maintained and monitored 

· We use walkie talkies to communicate indoors/outdoors

Children are not permitted to play on the railings, Staff are aware of the risk that the height poses for both means of escape and intruders. We have measures in place which act to safeguard the children. 
See our Outdoor Learning Environment & Activities Policy & Procedure 
Hygiene

· We regularly seek information from the Environmental Health Department and the Health Authority to ensure that we keep up to date with the latest recommendations.

· Our daily routines encourage the children to learn about personal hygiene.

· We have a daily cleaning routine for Pre-School which includes play rooms, kitchen and toilets.

· We have a schedule for cleaning resources and equipment, dressing-up clothes and furnishings.

· The toilet area has a high standard of hygiene including hand washing and drying facilities.

· We implement good hygiene practices by:

· Cleaning tables between activities.

· Checking toilets regularly.

· Wearing protective clothing - such as aprons and disposable gloves - as appropriate.

· Requiring parents to provide sets of clean clothes.

· Providing tissues and wipes.

· Safe disposal of soiled nappies – double bagged and placed in the nappy disposal bin situated in the disable toilets in the main building (restricted access to children)

Helping Children with Personal Hygiene

· We recognise that children develop at different rates. We work in partnership with parents in order to promote children’s independence. Self help skills and autonomy are promoted by staff and is illustrated in the design and layout of the furnishings. At times we may be required to contribute to and follow toilet training strategies, involving nappies or responding to accidents. Staff support those skills that children are trying to master.

· Only staff with enhanced DBS clearance are permitted to assist children with toileting skills. Disposable gloves are used and a sensitive manner adopted to alleviate any embarrassment or unnecessary upset. Children are required to bring a spare set of clothing each day. Wet/soiled clothing is placed in a plastic bag, securely tied and parents are informed at the end of the session
Physical Activity and Healthy Lifestyles
As part of our plans to promote healthy choices we follow the guidance set out by the UK chief Medical Officer’s initiative: Stay Active 2011

Our aim is to provide activities and resources that encourage being active, both indoors and outdoors. We understand that in providing these activities they support relationships and social skills, maintain healthy height and weight, develop muscles and bones, encourage movement and coordination, improves sleep and contributes to brain development and learning.
Outings

We recognise the importance of trips and outings that provide new and enhanced experiences that embrace EYFS principles. To ensure the safety of children during these events the following methods are in place:
· Complete the outings checklist – ensuring all essential equipment needed

· Appoint a first aider

· Ensure a risk assessment has been carried out prior to the event.

· Ratio’s are maintained and exceeded according to the circumstances.
· Essential records are carried at all times i.e.: registration documents, medical and allergy forms, accident forms and at least two emergency contact details.

· Parent permissions should be obtained in writing prior to the event, where full details of the outing are detailed to parents.
· An emergency meeting point will be established and made know to all on arrival

· Children will wear high vis vests that clearly give the setting contact details

Where transportation is used, valid insurance will be checked and a record of the vehicle and drive will be recorded. The appropriate safety equipment will be used when travelling.
Activities

We believe that high quality early years care and education are promoted by providing children with safe, clean, creative, open ended , developmentally appropriate resources, toys and equipment. 
We aim to provide children with resources and equipment that help to consolidate and extend their knowledge, skills, interests and aptitudes.
· Before purchase, equipment and resources are checked to ensure that they are safe for the ages and stages of the children attending Pre-School. Where applicable - conform to the BSEN safety standards or Toys (Safety) Regulation (1995).
· The layout of play equipment allows adults and children to move safely and freely between activities. 

· All materials - including paint and glue - are non-toxic.

· Sand is clean and suitable for children's play.

· Physical play is constantly supervised.

· Children are taught to handle and store tools safely.

· Children learn about health, safety and personal hygiene through the activities we provide and the routines we follow. 

· Select books, equipment and resources that promote positive images of people of all colours, cultures and abilities, are non-discriminatory and avoid racial and gender stereotyping.

· Provide play equipment and resources that promote continuity and progression, provide sufficient challenge and meet the needs and interests of all children.

· Provide made, natural and recycled materials that are clean, in good condition and safe for the children to use in a variety of ways and encourage an open ended approach to creativity and problem solving.

· Provide furniture that is suitable for children and furniture that is suitable for adults.

· Store and display resources and equipment where children can independently choose and select them.

· Regularly check all resources and equipment that are available at each session and ensure they are put away at the end of each session. We repair and clean, replace or discard any unsafe, worn out, dirty or damaged equipment as part of daily risk assessments.

· Keep an inventory of resources and equipment. Use the inventory to: 

· Review the balance of resources and equipment so that they can support a range of activities across all areas of play, learning and development.

· Record the dates and results of checking the resources and equipment.

· Record the date when any item is discarded due to being worn out, damaged or unsafe.

· Provide adequate insurance cover for the setting's resources and equipment.

· Use the local library to introduce new books and a variety of resources
to support children's interests.

· Outings are vital in supporting children’s knowledge and understanding of the world. Our outstanding directly link to the EYFS leaning objectives and promote cultural capital.

· Plan the provision of activities and appropriate resources so that a balance of familiar equipment and resources and new exciting challenges is offered.

Adhere to the risk assessment made for specific activities.
Food and drink

Oughtrington Pre-School regards snack time as an important part of Pre-School’s session. Eating represents a social time for children and adults and helps children to learn about healthy eating.
At snack time, we aim to provide a nutritious snack, which meets the children's individual dietary needs.

Termly menus are displayed in the kitchen area, children are encouraged to eat fruit first.

Parently/Carers must provide bottled water/ drink bottle for children to access throughout the day.  

Methods

· We record information about each child's dietary needs e.g. vegetarian, milk intolerance etc. in her/his registration record and parents sign the record to signify that it is correct. Parents are asked to update dietary needs each term. The information is displayed in the kitchen area.
· Ensure that staff are aware of allergens, access information on packaging and what to do when any ingredient has allergens known to affect any child or adult in the setting. 
· Information about individual children's dietary needs are shared with staff and volunteers to ensure their requirements are met. 
· We implement systems to ensure that children receive only food and drink that is consistent with their dietary needs and preferences as well as their parents' wishes.

· We provide nutritious food at all snacks, avoiding large quantities of saturated fat, sugar and salt and artificial additives, preservatives and colourings.

· We include a variety of foods such as dairy foods, grains, cereals, fruit and vegetables.

· We include foods from the diet of each of the children's cultural backgrounds, providing children with familiar foods and introducing them to new ones.

· We take care not to provide food containing nuts or nut products and are especially vigilant where we have a child who has a known allergy to nuts.

· Through discussion with parents and research reading by staff, we obtain information about the dietary rules of the religious groups to which children and their parents belong, and of vegetarians and vegans, and about food allergies. We take account of this information in the provision of food and drinks.

· We organise snack times so that they are social occasions in which children and staff participate. This may be delivered as a group or as a ‘rolling’ snack time. 

· We use snack times to help children to develop independence through making choices, serving food and drink and feeding themselves.

· We provide children with utensils that are appropriate for their ages and stages of development and that take account of the eating practices in their cultures.

· We have fresh drinking water constantly available for the children.  We inform the children about how to obtain the water and that they can ask for water at any time during the session. 

· We inform parents who provide food for their children about the storage facilities available in the setting. 

· In order to protect children with food allergies, we have rules about children sharing and swapping their food with one another.

· For children who drink milk, we provide one third of a pint of whole pasteurised milk.  
Packed lunches

To help develop self-help skills, some of our sessions involve the children bringing a packed lunch to Pre-School. Lunch starts at 12.10pm.
· We inform parents of our policy on healthy eating and how the food will be stored.

· We encourage parents to provide sandwiches with a healthy filling, fruit, and milk based deserts such as yoghurt or creme fresh (petit filou).

· We discourage packed lunch contents that consist largely of crisps, processed foods, sweet drinks and sweet products such as cakes or biscuits. We reserve the right to return this food to the parent as a last resort.

· We provide children bringing packed lunches with plates, cups and cutlery.

· We ensure staff sit with children to eat their lunch so that the mealtime is a social occasion and are supervised in order to response to potential choking risks.
· Staff ensure that food does not present a choking hazard to children.

· Parents are advised to pack ice packs to keep the temperature of food below 7’ during warmer season. The temperature is monitored by staff.

· Parents and carers are signposted to PHE Eat well Guide
Any food poisoning incidents that occur at Oughtrington Pre-School are reported to OFSTED and the Environmental Health Authority.
Animals 

· Animals visiting Pre-School are free from disease and safe to be with children, and do not pose a health risk.

· Pre-School’s pets are free from disease, safe to be with children, and do not pose a health risk.

· Children wash their hands after contact with animals.

· Outdoor footwear worn to visit farms are cleaned of mud and debris and should not be worn indoors.
Fire safety
Our appointed Fire Officer is Claire Royle
· Fire doors are clearly marked, never obstructed and easily opened from inside.

· Smoke detectors/alarms and fire fighting appliances conform to BSEN standards, are fitted in appropriate high risk areas of the building and are checked as specified by the manufacturer. These are maintained and are the responsibility of our Landlord: Oughtrington Community Centre.
· Our emergency evacuation procedures are approved by the Fire Safety Officer and are:

· clearly displayed in the premises;

· explained to new members of staff, volunteers and parents; and

· practised regularly at least once every six weeks.

· Records are kept of fire drills and the servicing of fire safety equipment.

· Fire safety equipment is kept by the exit door to the front garden.
Fire Evacuation and fire drill procedures – Annex A

Emergency Evacuation Plan
The priority of an emergency evacuation plan is to ensure that every child, member of staff is safe and accounted for in the event of an emergency. 

These plans minimise the threat / harm to life and to property, they maintain our commitment to ‘Keeping Safe’ and promote ‘Health and Wellbeing’. 
We will make attempts to contact parents/ carers to inform them of the situation. Each child will be cared for, comforted and reassured until they can be reunited with their families. 
In securing the safety and well-being of children and adults we will assemble at the local Football field: Sandy Lane, Lymm, Cheshire. This site has a secure perimeter fence with two entry/exit points that will be monitored throughout our stay.
The children will assemble on the field and a register will be taken to account for all children, staff and volunteers/visitors. The venue ensures that shelter and basic needs can be met. Such instances will be recorded in our ‘Incident Book’.

Significant threats

We also have a duty to protect to our premises, children, Staff and volunteers from- and plans to respond to -other significant threats including but not limited to: environmental hazards such as extreme weather events, gas leaks, chemical spills, civil unrest, and criminal activity.
Methods
· Use lockdown and emergency evacuation procedures that are in place and displayed.
· To provide guidance on how acts of terrorism and significant threats should be responded to
· To set out a programme of awareness raising on the issue with both staff pupils and parents
· To ensure that all Preschool staff are aware of how to respond in the event of an act of terrorism or significant threat
· To ensure that parents/carers are informed that the school has procedures in place to respond To ensure that the Preschool school takes notice of local and national guidance in relation to these issues to such an incident
LOCK DOWN PROCEDURE
The event of significant harm to the premises, children, staff and volunteers the following procedure should be adhered to.

· Establish where there is a direct risk

· Use the key phrase to alert other staff members of the danger. ‘Has Jerome watered the plants’
· Staff will gather the  children together in an area that is furthest from the danger
· The supervisor where possible will access the telephone on route to the safe zone

· The staff will make a barrier between the intruder and the children, attempts will be made to secure the children and staff in a room where access can be prevented i.e. create a reinforced barrier by using the furniture and whatever means is available. 
· No attempts will be made to leave the room / premises unless it is safe to do so.
· At the first opportunity the Supervisor will report the situation to the relevant authorities.
· Where possible the supervisor will alert the local community / parents using social media
Terrorist Attack / Bomb Scare
We will raise the alarm and follow our lockdown and/or emergency evacuation procedures. At the first opportunity the Supervisor will report the situation to the relevant authorities.
Natural Disasters

In the event of storms or flooding the alarm will be raised, the children will be gathered in room 1, attempts will be made to secure the building and minimise injury/ damage, i.e. secure furniture/ equipment and shut down power supply if it is safe to do so. No attempts will be made to leave the premises unless it is safe to do so. At the first opportunity the Supervisor will report the situation to the relevant authorities.

Intruders/ Unauthorised access
Staff duty to protect every child in our care is paramount. In the event of intruders and unauthorised access to the Preschool, the children safety will come first. The alarm will be raised and the lockdown procedure followed.

Suspicious Activity.

Where a member of staff feels concerned about the safeguarding and wellbeing of the children in our care they must raise these suspicions with the safeguarding lead. All details of concerns will be recorded and where appropriate will be shared with the appropriate authorities. Refer the our Whistle blowing policy
These may include:
· Inappropriate behaviour/ language used by the general public

· Inappropriate behaviour/ language used by other community centre user groups

· Frequent drive bys or parked cars – recording the colour, make and registration of the vehicle.
Behaviour that may insight harm to others
In the event that a staff member, visitor or parent becomes irate and displays threatening behaviour a code phrase will be used to alert other colleagues of the danger. Endeavours are made to remove the person to an area that is not being used by other parents/carers and children.
Procedures are in place to ensure these types of behaviours are not dealt with alone and the children are not exposed to the situation.
First aid and medication

At least one member of staff with current first aid training is on the premises or on an outing at any one time. The first aid qualification includes first aid training for infants and young children. 

Our first aid kit:

· Complies with the Health and Safety (First Aid) Regulations 1981.

· Is regularly checked by a designated member of staff and re-stocked as necessary.

· Children’s Is easily accessible to adults, eg- inhalers
· Children’s prescribed is stored in the fridge with the child lock secured.

· Is kept out of the reach of children. Staff medication is kept in a box in the store room
At the time of admission to the setting, parents' written permission for emergency medical advice or treatment is sought.  Parents sign and date their written approval.

Parents sign a consent form at registration allowing staff to take their child to the nearest Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that parents have been informed and are on their way to the hospital.
Our accident book:

· Is kept safely and accessibly

· All staff know where it is kept and how to complete it

· A record is also kept of any incoming injuries.

· Is reviewed at least half termly to identify any potential or actual hazards including layout, equipment, behaviour, staffing/ supervision issues, additional support for individual children and matters that may regard safeguarding procedures.
OFSTED and the Local Authority is notified of any injury requiring treatment by a general practitioner or hospital doctor, or the death of a child or adult.

When there is any injury requiring general practitioner or hospital treatment to a child, parent, volunteer or visitor or where there is a death of a child or adult on the premises, we make a report to the Health and Safety Executive using the format for the Reporting of Injuries, Diseases and Dangerous Occurrences.

Dealing with incidents

We meet our legal requirements for the safety of our employees by complying with RIDDOR (the Reporting of Injury, Disease and Dangerous Occurrences Regulations). We report to the Health and Safety Executive:

· Any accident to a member of staff requiring treatment by a general practitioner or hospital.

· Any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does not cause an accident but could have done, such as a gas leak. 

· Any dangerous occurrence is recorded in our Incident Book and shared with the Health & Safety Executive, OFSTED and the Pre-School Learning Alliance.  See below.
Our Incident Book

· We keep an incident book for recording incidents including those that that are reportable to the Health and Safety Executive as above.

· These incidents include:

· Break in, burglary, theft of personal or the setting's property.

· Fire, flood, gas leak or electrical failure.

· Attack on member of staff or parent on the premises or near by.

· Any racist incident involving a staff or family on the centre's premises.

· Death of a child.

· A terrorist attack, or threat of one.

· Inappropriate behaviour displayed by children, staff / volunteers and /or visitors/ general public

· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it - or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, should also be recorded.

· In the unlikely event of a terrorist attack we follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety Policy will be followed and staff will take charge of their key children. The incident is recorded when the threat is averted.

· In the unlikely even of a child dying on the premises, the emergency services are called, and the advice of these services is followed.

· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file.

Please referral to our Safeguarding Policy and Procedure.

Infectious disease
Certain diseases are deemed as notifiable diseases in childcare, we are duty bound to report these to Public health England, where we will seek advice in contain the further risk of infection. This does not include isolated cases, where the setting receives two reported cases we would refer to our reporting duties.

Childcare settings should telephone their local health protection team (HPT) as soon as possible to report any serious or unusual illness.
Warrington (HPT) Contact - UKHSA Cheshire and Merseyside Health Protection Team

Suite 3B 3rd Floor Cunard Building, Water Street,
Liverpool,
L3 1DS               candmhpu@phe.gov.uk                           Phone: 0344 225 0562
Administration of medication

· Only prescribed medication may be administered. It must be in-date and prescribed for the current condition.

· Children and members of staff taking prescribed medication must be well enough to attend the setting.

· Children’s prescribed drugs are stored in their original containers, are clearly labelled and are inaccessible to the children.

· Parents give prior written permission for the administration of medication.  This states the name of the child, name/s of parent(s), date the medication starts, the name of the medication and prescribing doctor, the dose and times, or how and when the medication is to be administered.

· The administration is recorded accurately each time it is given and is signed by staff. Parents sign the record book to acknowledge the administration of a medicine.

· If the administration of prescribed medication requires medical knowledge or the use of technology and/ or invasive procedures, the Supervisor will seek individual training for relevant staff, by a health professional. (E.g.: Diabetic Nurses in cases where children may be reliant on insulin injections)

Please refer to Our Sickness Policy and Procedure.
Safety of adults

· Adults are provided with guidance about the safe storage, movement, lifting and erection of large pieces of equipment.

· When adults need to reach up to store equipment or to change light bulbs they are provided with safe equipment to do so. 

· All warning signs are clear and in appropriate languages.

· Adults do not remain in the building on their own or leave on their own after dark.

· The sickness of staff and their involvement in accidents is recorded.  The records are reviewed termly to identify any issues that need to be addressed. 

· Staff sign an annual declaration that highlights any medical conditions and medication that directly relates to suitability criteria on application for their post. 
Records

Pre-School keeps records of:

Adults

· Names and addresses of all staff on the premises, including temporary staff who work with the children or who have substantial access to them.

· Names and addresses of the owners or of all members of the management committee.

· All records relating to the staff's employment with the setting, including application forms, references, results of checks undertaken etc.

Children

· Names, addresses and telephone numbers of parents and adults authorised to collect children from setting

· The names, addresses and telephone numbers of emergency contacts in case of children's illness or accident.

· The allergies, dietary requirements and illnesses of individual children.

· The times of attendance of children, staff, volunteers and visitors.

· Accidents and medicine administration records.

· Consents for outings, administration of medication, emergency treatment.

· Incidents.

In addition, the following procedures and documentation in relation to health and safety are in place:

· Risk assessment.

· Record of visitors.

· Fire safety procedures.

· Fire safety records and certificates.

· Operational procedures for outings.

· Administration of medication.

· Prior parental consent to administer medicine.

· Record of the administration of medicines.

· Prior parental consent for emergency treatment.

· Accident record.

· Incident record

· Worry Log

· Incoming injuries record

· Sick children.

· No smoking.

· Staff handbook

Oral Health
We will support children develop healthy habits to care for teeth while they are young. We value the importance of good oral health care, where early eating habits can impact throughout their entire life, which can lad to poor oral health, including gum disease, cavities, and tooth decay.
In practice, promoting good oral health includes:
· Talking to children about the effects of eating too many sweet things.

· Promoting regular tooth brushing – twice a day for 2 minutes using a fluoride toothpaste.

· Encouraging children to visit the dentist regularly (twice a year is recommended)

· Providing support and give advice about the use of dummies.

Information Sources
· Parents will have the opportunity to discuss health issues with members of staff and will have access to information available at Pre-School

· Pre-School maintains links with Health Visitors and gathers health information and advice for local health authority information services and other health agencies

· Information and guidance is sought from the Health Protection Agency, Warrington Borough Council and Young peoples and Children’s Services.
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Annex A

Oughtrington Community Centre Fire Alarm and Evacuation Procedure.

IF YOU FIND A FIRE

Shout “FIRE” to warn those nearby

Proceed to nearest Fire Exit and press “Break Glass” button, this will sound the fire alarm

Leave building by that Fire Exit, proceed to Fire Assembly Point in car park

IF YOU HEAR/SEE THE FIRE ALARM

Proceed to nearest Fire Exit, do not stop to collect personal items

Leave building, proceed to Fire Assembly Point in car park

If you are responsible for vulnerable persons in the Community Centre
And able to do so safely, assist them to exit the building by the nearest Fire Exits to them and proceed to Fire Assembly Point in car park

	Dial 999 and ask for FIRE the location of the Community Centre is
1, Oughtrington Crescent, Lymm, WA13 9JD




If you are responsible for persons in the Community Centre take a roll-call and report missing persons to the Fire Brigade

FIRE EXTINGUISHERS

Fire Extinguishers are situated at strategic points in the Community Centre – if you are able, these can be used to assist in evacuation of the building, or to put out small fires

IF IN DOUBT OR YOUR SAFETY MIGHT BE COMPROMISED – GET OUT AND STAY OUT AND DIAL 999

IF YOU ARE UNSURE THERE IS A FIRE

If the Fire Alarm has sounded, but you think it may be a false alarm, do not hesitate to evacuate the building.

You may choose to delay calling the Fire Brigade

Once you have taken a roll call and are sure all persons have evacuated the building AND you cannot see or smell evidence of a fire AND only if you are confident to do so - You may choose to re-enter the building, proceed to the Fire Alarm Control Panel – instructions for muting the alarm and identifying the location of the detector that set the alarm off are displayed on the right hand side of the panel (Phone Community Centre Management for guidance 01925 754178)

AVOIDING FALSE ALARMS
False alarms may be caused by faulty detectors

However, most false alarms are caused by

· Pressing a Fire Alarm Call Point by accident or deliberately 

· If you have young children or disabled persons in your group, be aware this may happen and supervise them to avoid a false alarm

· Smoke being generated by your group’s activities

· If using the kitchen, always switch on the extractor fan over the cooker, if toasting bread, place the toaster near the extractor

· Avoid the use of smoke machines, keep candles on birthday cakes to a small number and extinguish promptly and properly in water

· Smoking/vaping and the use of naked flames, including candles (other than birthday cakes) are forbidden in the community centr
Oughtrington Pre-School Fire Drill Procedure

To be carried out once a term

1. Press Break Glass Button by Pre-School car park (front) door

2. Use plastic key to reset break glass panel immediately (otherwise alarm will go off again when you try to reset at alarm control panel)

3. Evacuate children to Assembly Point in car park (by field gate)

4. Take roll call of children and staff

5. Children and staff may return to building

6. Once roll call is complete, go to fire alarm control panel in Hall Lobby

7. On fire alarm control panel

a. Press “Silence” button

b. Then “1 2 3 4” (code) and “(” (enter)

c. Alarm sound will cease

d. Press “Reset” button

e. Then “1 2 3 4” (code) and “(” (enter)

f. Alarm is now reset

8. Record Fire Drill date and time and any lessons learned

9. Ends

