
Health and Safety Policies and Procedures

Health and Safety Policy

The Management Committee of Mudeford Wood Playgroup in acknowledging their duties under the Health and Safety at Work Act and Management of Health and Safety at Work Regulations have produced the following Health and Safety statement:

The Committee will ensure as far as practicable the health, safety and welfare at work of all staff, students, volunteers and persons within the premises for which the Committee is responsible. 

Safety Procedure

The nominated Health and Safety officers are:  
Helen Edwards 
                       Stephanie Hillier


Julie O’Brien







They will be responsible for notifying the Management Committee, Ofsted, local authority and child protection agencies of the death, serious accident, illness or injury involving a child in the Playgroup’s care and any action that has been taken in respect of this. Notification must take place as soon as is practicably possible and within 14 days of the incident occurring.

Any advice given by local child protection agencies regarding the above must be acted upon immediately.

The nominated Health and Safety officers will also be responsible for reporting to the Health and Safety Executive (HSE) under the duties imposed by The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) by telephoning the Incident Contact Centre on 0345 300 9923.

A Risk Assessment will be carried out on a daily basis, identifying potential hazards, notifying the Playgroup Manager and making a written record in the Potential Hazards Record of any action required.  

The Playgroup Manager will be informed of any potential hazards identified and kept up to date regarding any action that must be taken.

Fire and Other Immediate Hazards
We aim to ensure the safety of children, staff, volunteers and visitors against the risk of fire or other immediate hazards and will do all in our power to prevent such an occurrence. 

The visitors’ book and registers for children and staff are an essential record of those on the premises and must be kept up to date at all times.

Fire/Emergency Evacuation Procedure

The nominated officers for fire/emergency evacuation are:  Helen Edwards

                                                          Stephanie Hillier






Julie O’Brien






Wendy Prosser






Michelle Hiscott






Katie Buckle

The nominated Fire/Emergency Evacuation officers will ensure that fire/evacuation drills are carried out every term. The choice of day and time will be varied to maintain effectiveness.

The nominated Fire/ Emergency Evacuation officers will liaise with Co-ordinator at the Community Centre every half term to ensure that smoke detectors and fire control equipment are working correctly and record this in the back of the Potential Hazards Record.

The procedure to be followed in the event of a fire/evacuation will be displayed where staff, parents and children can read it. (See Emergency Evacuation Procedure Poster)
No Smoking Policy

We do not wish to encourage children to smoke in any way or think that it is a healthy practice.

No Smoking Procedure 

No smoking is permitted inside the building or surrounding area.

No smoking signs will be displayed prominently.

Should staff wish to smoke then this should only occur in any given break time outside of and away from the building and not in view of the children.

Alcohol and Other Substances

Staff must not consume, or be under the influence of, alcohol or any other substance which may affect their ability to care for children during working hours.  

The setting should seek medical advice in circumstances where an individual’s medication may affect their ability to care for children. Working directly with children should only be permitted where advice states that the medication is unlikely to impair their ability to look after the children in their care.
Lone Working
Where it is necessary and/or unavoidable for staff to work alone, both the individual staff member and the Management Committee have a duty to assess the risks which lone working presents and where there is any reasonable doubt about the safety of a lone worker in a given situation, lone working should be avoided.
Within this document, ‘lone working’ refers to situations where staff in the course of their duties work alone or are physically isolated from colleagues and without access to immediate assistance. This last situation may also arise where there are other staff in the building, but the nature of the building itself may essentially create isolated areas. 

Individual Planning and Personal Safety 

An assessment should be made and strategies put in place to reduce the risks identified before any lone working is undertaken. 

Staff should not knowingly put themselves at risk and must:

· plan ahead and be fully aware of the risks involved and the procedures put in place to minimise these
· not consider working alone if they are feeling unwell
· ensure they use any procedures or equipment put in place for their safety
· be aware of the on-site security procedures
· ensure that the all external doors are kept closed and locked and the site is secure whilst working
· carry their own fully charged and working mobile phone at all times when working alone
· ensure someone (e.g. a work colleague or relative) is always aware of their movements, the time they are expecting to finish and has the contact number of the Mudeford Wood Community Trust (MWCT) trustee on duty

· avoid entering or leaving the building during the hours of darkness

· wait for back up and not enter the building alone if there is evidence that it may have been broken into

· not confront intruders or unauthorised users unless they are sure it is safe to do so

· not arrange meetings with others unless another member of staff is going to be present

· not use equipment that places them at risk of serious injury

· make themselves aware of the nearest place of safety
· report concerns, accidents, incidents and ‘near misses’ to the management team
Working With Others to Maintain Personal Safety

Staff wishing to work out of established Playgroup hours should: 

· arrange to work with a colleague wherever possible

· liaise with the office at the Community Centre to identify times where this can be done when the Community Centre is open and manned

· inform MWCT in advance of the date and time they are intending to work if the above is not possible

· establish which other users might be in the building at other times

Procedures
When entering the building:

Staff should sign in using the staff register in the preschool office. (Breakfast staff arrive 7.30am, staff leave 4.30pm)
If the playgroup is closed or unmanned, members of staff must:

· deactivate the alarm 

· make certain that any doors used to gain access are locked after entry

· use the secure ‘playgroup area’ to maintain their personal safety 

When leaving the building:

Staff should sign out using the staff register in the preschool office when the pre school is open and manned.

If the pre school is closed or unmanned, members of staff must:

· ensure that the building is empty and all interior and exterior doors are closed

· turn off the lights in all areas
· set the intruder alarm, leave the building and lock the door

Injury/illness occurs while alone

Help should be sought from the most appropriate source e.g. other users, office volunteer, home contact, ambulance service.

Unexpected persons attempting to gain access to/in the building

Unexpected visitors should be approached with caution and staff should remain in/retreat to the secure ‘Playgroup area’ and contact the manager or police if there is any doubt concerning their personal safety.

Children/adults climbing on the roof

The police should be called and the manager notified.
Activation of the fire alarm

Staff should leave the building by the nearest exit, proceed to the rendezvous point in the up the hill car park and await further instructions. They should not return to the building, in any circumstances, until clearance to do so is given by managers.

Activation of the intruder alarm
The intruder alarm should be de-activated by entering the entry code and the manages contacted.
Health Policy

We aim to provide a healthy and safe environment for the children and for the staff to work in. We will do all in our power to prevent the spread of infection and to promote good health.

Health Procedure

Infection in a playgroup setting can spread rapidly, not only amongst children, but also parents and staff.

Parents are required to keep their children at home if they have any infection and to inform the Playgroup staff as to the nature of the infection to enable other parents to be alerted. 

Any child who is obviously unwell on arrival at Playgroup will not be accepted. If a child becomes unwell during the course of the day the main carer will be contacted and, if necessary, asked to collect them.  If we are unable to make contact with the main carer, the staff will telephone the other numbers that have been given as alternatives and make the child as comfortable as possible until somebody is able to collect them.  It is therefore essential that emergency contact numbers are kept up to date. 
The following procedures must be adhered to for both children and staff:
· Covid-19 (Coronavirus) – If a child is suspected of developing Coronavirus symptoms, they should be isolated in a designated area in line with procedures laid down in the Playgroup Epidemic and Pandemic Policy while arrangements are made for immediate collection. 

The child’s parents must then follow the current Government guidelines for testing and recommended periods of isolation before re-entry to the setting can be considered.
· Gastric Upsets – Children must be excluded from the Playgroup for at least 48 hours after the last attack of diarrhoea or sickness.

· Conjunctivitis – Children must not return to the Playgroup before the course of treatment has finished and the eyes are clear from infection.

· Hand, Foot and Mouth – Children cannot return until uncovered spots have scabbed over.

· Influenza – Children should not return to Playgroup until fully recovered.

· Head Lice – Parents should inform Playgroup and keep the child at home until they have been treated.

· Impetigo – Exclusion is necessary until the infected areas have dried and there are no more fluid filled blisters.
· Chickenpox – Minimum period of exclusion is 5 days from the onset of rash. All blisters must be dry and scabbed over before children return.

· Verrucae – Children do not need to be excluded, but the verruca must be covered with a rubber sock, waterproof plaster or clear nail varnish when the foot is going to become wet or damp.

· Threadworms – Children can return to the Playgroup once treatment has started.

· Ringworm – Children can return to Playgroup once treatment has started.
· Scabies – Children can return to Playgroup once treatment has started. Household and close contacts require treatment.
· Scarlet Fever – Children can return to Playgroup 48 hours after antibiotic treatment has started.

· *Diptheria – Children should be excluded and advice taken from the local Health Protection  

Team. 

· *Measles – Minimum period of exclusion is 4 days from the onset of rash.

· *German Measles (Rubella) - Minimum period of exclusion is 6 days from the onset of rash.

· *Meningitis – Children can return to Playgroup as soon as they feel well enough.

· *Hepatitis A – Children should be excluded for 7 days after the onset of jaundice or onset of  

 symptoms.
· *Mumps – Children should be excluded for a minimum of 5 days following the onset of swollen 
  glands
· *Whooping Cough - Children can return to Playgroup 5 days after starting antibiotics or 

  21 days from the onset of the illness if there is no antibiotic treatment.

· *Tuberculosis – Advice should be taken from the local Health Protection Team.
·  *Typhoid – Exclusion may be required. Advice should be taken from the local Health Protection Team.

Health Protection England 

South West Centre Health Protection Team – Telephone 0300 303 8162
Any advice given by the Health Protection Team must be acted upon immediately.
All infectious illnesses contracted by children and staff must be reported to the Playgroup Manager/Deputy Manager who will advise on the exclusion period necessary, and inform other parents/members of staff. Where uncertain, the Playgroup Manager/Deputy Manager will seek further information from qualified health professionals.
The Manager must inform the Management Committee and Ofsted in circumstances where:

· a child is believed to be suffering from a disease deemed *notifiable under the Public Health (Infectious Diseases) Regulations 1988.  – *for full list visit www.hpa.org.uk
· the setting has been required to take action on the advice of the Health Support Unit. 
Parents will be given the opportunity to discuss health matters with the Playgroup Supervisor/Deputy Supervisor and are welcome to share any information or resources Playgroup have that might be of help. 

The Playgroup will maintain links with a range of health care professionals, keeping abreast of current paediatric practice and seeking advice where necessary. 

In case of an emergency the Playgroup reserves the right to remove a child to hospital. Please refer to the Parental Consent Form completed prior to admission. 

Children with Specific Health Needs
Mudeford Wood Playgroup does not discriminate against children who have disabilities or specific health needs and is always happy to work in partnership with parents/carers to support inclusion at the group. Where needed a detailed care plan will be created and followed for individual children.
Medicines Policy and Procedure
We will administer medicine to control the effects of a non-serious illness or where a doctor has prescribed medication but only after receiving prior written instructions and consent from the parent.

Where administration of prescription medicines requires additional technical or medical knowledge, training, which meets the specific needs of the child concerned, will be sought from a qualified health professional.
Medicines should be brought to the setting in the packaging in which they were dispensed and be stored in accordance with the product’s instructions. The prescriber’s instructions for administration should be visible.
Completing the consent form for the administration of medicine

Parents will be asked to complete the ‘Administering Medication Consent Form’ prior to any medication being given.

Staff must check the following details with the parent and make sure that the information has been recorded correctly on the consent form:

· Is the child’s name on the medication?

· The name of the medication to be administered. 
· Has the medication been prescribed?

· Is the medication non-prescription? (e.g. cough preparation, creams) 

· What dosage is to be given, and at what times?

· Is the medication still in date?

· How does the medication need to be stored? 

The parent’s signature is required on the appropriate section of the consent form.  Without a signature the medication cannot be given.
Administering medication

Staff must always:

· Have another member of staff present to act as a witness when administering medication.

· Check that the medication given is the same as stated on the ‘Administering Medication Consent Form’.

· Make sure that the medication is given at the correct time and that the dosage is the same as that indicated on the consent form.

· Make sure that the form is signed by the member of staff who administered the medication and also the member of staff acting as witness each time the medication is given.

The parent must be informed each time medication has been administered and asked to sign and date the form in the appropriate place.

Allergies 

The Playgroup Manager/Deputy Manager will check the details of any allergies mentioned on the Playgroup Registration Form with a child’s parent/carer before they start. The information will then be added to the allergy list and all staff notified.
First Aid Policy

We aim to minimise any pain or discomfort suffered by a child or member of staff whilst in our care and will do all in our power to make them comfortable as quickly as possible. 

First Aid Procedure

At Mudeford Wood Playgroup all staff on permanent contracts hold a current paediatric first aid certificate which is renewed every three years to ensure they remain up-to date on first aid methods.

It is their role to carry out any first aid within the setting and also to check the First Aid box regularly and keep it well stocked.

They will also ensure that any first aid treatment and accidents, which occur while in our care, are documented on BCP accident forms and parents asked to sign against this when collecting children to confirm they have been informed. Completed forms are kept in the Accidents and Incidents folder in a secure filing cabinet in preschool office.
Parents will be asked to provide written detail of any illnesses or conditions, which the children suffer on a permanent basis together with, appropriate medication and instructions on how to administer e.g. asthma inhalers. Recent injuries should also be drawn to the attention of the Playgroup Manager/Deputy Manager.

The Playgroup Registration Form, completed by parents/carers prior to starting, requests details of known allergies to any medication.
Food and Drink Policy

Any snacks and meals provided will be healthy and as varied as possible. 
We also aim to reflect the multicultural and religious backgrounds of the children, and take into account and comply with parent's wishes. 
We try to make snacks and meals sociable occasions with the children sitting down together.
We will work in partnership with parents/carers to cater for children with special dietary needs and allergies. 
To reduce the risk of spreading infection or, in respect of allergies, contamination, children will only be permitted to bring drinks from home as part of their lunch, except in circumstances where special dietary needs or allergies make this necessary.  

Drinking water will always be available for the children in our playrooms, from their own water bottle or a jug and cups.

Food and Drink Procedure

The staff/volunteers responsible for the preparation and handling of food must be competent to do so. Training in food hygiene will therefore be undertaken by staff involved in the management, preparation and serving of food.
Staff and children will be expected to wash their hands before touching food.

Parents will be asked to provide written details of any special dietary needs and food allergies suffered by the child. 

Children are not to swap food with others in case of food allergies or transmission of germs which may spread illness.
The kitchen area is to be kept clean and tidy.

Staff will ensure waste is disposed of properly and that rubbish bins are emptied regularly.

The Playgroup Manager/Deputy Manager must notify the Management Committee and Ofsted In the event of an outbreak of food poisoning affecting two or more children at the setting. Notification must take place as soon as is practicably possible and within 14 days of the outbreak occurring.

Hygiene Policy

We aim to provide a clean and hygienic environment for the children and staff, which minimises the spread of infection.  

Hygiene Procedure

Toilets are to be checked regularly and cleaned if necessary.

Staff and children are expected to wash their hands after going to the toilet and before handling food.

Paper towels are used and disposed of appropriately.

Children will be encouraged to shield their mouths when coughing.

Children will be encouraged to catch a sneeze with a tissue.

Children will be encouraged to blow and wipe their own noses when necessary, disposing of soiled tissues hygienically.

Regular checks will be carried out on sandpits/water trays and the sand/water changed when appropriate.

A cleaning routine will be followed throughout the day to ensure the premises and equipment are kept hygienic.

Soiled clothing will be wrapped safely in a plastic bag before returning to the parent/carer for washing.

Plastic gloves must be worn when cleaning up ‘bodily fluids’.  Any waste in these circumstances should be ‘double-wrapped’ in plastic bags and disposed of immediately in the rubbish skip located outside the Community Centre. (As advised by Christchurch Borough Council – March 2003)

All surfaces and equipment involved should be sterilised.

Wet and/or soiled nappies should be put in a nappy sack and placed in the dedicated nappy bin in the accessible toilets

All staff and volunteers will be, made aware of how infections, including HIV, are transmitted, and expected to follow the hygiene rules related to ‘bodily fluids’ with care 

Sun Safety Policy
We acknowledge the importance of sun protection and want children and staff to be protected from the harmful UV rays of the sun, and will work with staff, pupils and parents to achieve this through: 

Education 

We will talk to the children about being sun sensible as soon as the weather starts to improve and no later than the start of the summer term.

The staff team will plan activities relating to sun safety and information will be displayed around the setting.
Protection

Pupils will be encouraged through a ‘SLIP, SLOP, SLAP’ routine, that the sun is fun when you protect yourself from its harmful burning rays. 

SLIP on suitable clothing

· To encourage all children to wear lightweight clothing which covers their shoulders and arms when they play outside.
Those with mobility issues, e.g. children in wheelchairs, are at additional risk and should cover their legs if wearing shorts  
SLOP on SPF

· To highlight the importance of wearing a generous amount of SPF 30 (or higher) sunscreen when they play outside.
SLAP on a hat

· To help the children understand that wearing a hat protects their face, eyes, ears and neck from the sun.

All Playgroup staff and volunteers will be expected to wear appropriate clothing and sunscreen to reinforce the importance of staying safe in the sun.

A letter will be sent to parents and guardians at the start of the summer term, explaining what we are doing about sun protection and how they can help.
Parents will be asked to apply sunscreen before their child leaves for Playgroup and provide a named bottle of sunscreen in their Playgroup bag so it can be reapplied during the day.
The importance of ‘drinking lots’ during hot weather will also be highlighted and the children given plenty of opportunities to have a drink. 
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