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THIS POLICY RELATES TO BOTH PAID AND VOLUNTARY STAFF MEMBERS.
18. Health and Safety Policy – including safety and security of the premises, No smoking, Intruder policy and Risk Assessments
1. Introduction

We believe that the health and safety of children is of paramount importance. We make our setting a safe and healthy place for children, parents, staff and volunteers by assessing and minimising the hazards and risks to enable the children to thrive in a healthy and safe environment.

We undertake risk assessments to minimise any risks within the setting and staff are trained to be checking the environment constantly. The law does not require that all risk is eliminated, but that ‘reasonable precaution’ is taken. This is particularly important when balancing the need for children to be able to take appropriate risks through physically challenging play. Children need the opportunity to work out what is not safe and what they should do when faced with a risk
Our setting is committed to providing care and learning for children in a safe and secure environment. All staff have an individual and collective responsibility to ensure that they have continuous regard for the safety and security of all children at the setting.

The manager undertakes regular training and ensures our staff and volunteers have adequate training in health and safety matters. 

The risk assessment process covers adults and children and includes:

· written risk assessments in relation to specific issues, to inform staff of practice, and to demonstrate how we are managing risks if asked by parents and/or carers and inspectors;

· checking for and noting hazards and risks indoors and outside, in relation to our premises and activities.

· assessing the level of risk and who might be affected.

· deciding which areas need attention; and

· developing an action plan that specifies the action required, the timescales for action, the person responsible for the action and any funding required.

Risk assessments are written and are reviewed annually or when/if needed to be reviewed. 

A daily checklist is done before any session begins, involving checks inside and outside of the building, equipment checks and activity checks.

Electricity and gas safety checks are undertaken regularly, including a PAT check on electrical equipment.

We record and report any work that needs to be undertaken to the setting premises and monitor that these are undertaken in a timely fashion. 

The manager ensures that staff members carry out risk assessments that include relevant aspects of fire safety, food safety for all areas of the premises.

The manager ensures that staff members carry out risk assessments for work practice including:

· changing children.

· preparation and serving of food/drink for children.

· children with allergies.

· cooking activities with children.

· supervising outdoor play and indoor/outdoor climbing equipment. 

· assessment, use and storage of equipment for disabled children.

· the use and storage of substances which may be hazardous to health, such as cleaning chemicals.

· visitors to the setting who are bring equipment or animals as part of children’s learning experiences; and

· following any incidents involving threats against staff or volunteers.

The manager ensures that staff members carry out specific risk assessments for off-site activities if required, including:

· children’s outings.

· forest schools.

· home visits; and

· other off-site duties such as attending meetings, banking etc.

2. Building 

We maintain the highest possible security of our premises to ensure that each child is safely cared for during their time with us. The Manager will allocate responsibility to individual members of staff for observing and supervising the main entrance and exit points at the beginning and end of the session. 

We carry out risk assessments to ensure children are not made vulnerable within any part of our premises, nor by any activity. Any trips out are also risk assessed.
We monitor the safe arrival and departure of children, by completing a register of arrival and departure of each child. Any absences are followed up on(Absence procedure).
The doors are locked, preventing unauthorised access to the building and children leaving without staff knowledge. It has a lockable door with a fob mechanism, that will be used correctly at all times.  We have a doorbell attached to our main door, that people can use if they wish to gain permission to enter our setting.  
At all times a member of staff will greet parents/carers at the main doors to the setting and they will escort the children into the setting when they arrive and depart.

We have signs on the doors around the setting reminding staff, parents, and visitors that the doors must be locked. 

The doors into the gardens can only be opened form the inside allowing children access in to outdoor areas. 

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

Minimal petty cash is kept on the premises.

We keep front doors and gates locked shut at all times. Back doors are kept locked shut at all times where they may lead to a public or unsupervised area.  All external gate on the school premises are locked as soon as possible, after all parents/carers and children have left the school grounds that do not attend our wrap around care provision.
3. Staff 
Staff are issued with either an identity badge or clearly identifiable clothing, which they are expected to wear at all times while on the settings premises.  This makes staff easily identifiable 
Photographs of staff are displayed on the parent notice board or on our website.
Adults do not normally supervise children on their own, they always work within sight of each other.

Children are never left on their own without adult supervision. Two adults are on site at any time. We operate strictly in accordance with ratios set by OFSTED and our local authority.
We ensure all employed staff have been checked for criminal records via an enhanced disclosure with children’s barred list check through the Disclosure and Barring Service, before they commence employment.
4. Visitors 

We only allow access to visitors with prior appointments.  They are required to sign in and out.

Visitors from other agencies must provide evidence of a DBS in place. We do not allow outside agencies to be on their own with a child and we check with their agency.
Our staff check the identity of any person who is not known before they enter the premises.

The setting has a Visitors Book which is kept close to the main entrance in which visitors must sign in on arrival, alongside giving the following information:

· Their name.

· The date and time of their arrival.

· The reason for their visit.

· Company they are from

· Their departure time.

· Form of ID or badge seen

Visitors to the setting will not be left unsupervised with children at any time. They will also be asked to hand over their mobile phone to put into our safe.

Staff have a duty to approach any visitor on the premises who has not signed in. They must introduce themselves and establish immediately who the visitor is and the reason for them being on the setting’s premises. If the visitor has no suitable reason to be on the setting’s premises, then they will be asked to leave immediately and escorted from the premises. If the visitor repeatedly refuses to leave, the police will be telephoned immediately.
5. Parent / Child Interaction

Parents/carers are encouraged to talk to their children about the importance of remaining safe and not leaving the setting’s premises during the session. 

These messages will be reinforced by both the setting and its staff.

Carers that will be collecting a child who is not the child’s main parent/carer, will be asked who they are, what their name is and the code word/password set up by the main parent/carer and to produce photographic ID.  If this is not possible a photograph will be sent to us from the parent/carer of the person collecting the child.  If they do not have this information and we have not gained prior permission from the child’s main parent/carer.  The child will not be able to leave our setting.
Parents picking up children, who are under the influence of drugs or alcohol will be assessed as to the safety of the child. If the parent is not capable of caring for their child, then an alternative person will be contacted, from their list, if they cannot be contacted, we will pone MASH for advice and guidance If they have driven to the setting, we will inform the police, so that the child cannot get in the car. We will always act to keep children safe and minimise the risk to the child.
6. Supervision of children 
Children will not be left unsupervised at any time during activity sessions. In the event of staff shortages, available space will be restricted to ensure that children are adequately supervised, in accordance with the staff ratio provisions set out in the Staffing policy.

7. Mobile Phones

Staff are not allowed to carry mobile phones on their person during sessions. As soon as they enter the building they immediately lock their phone away in our phone safe.  That is locked at all times and located away from the children.  The only phone that is carried by staff members is the setting phone.

STAFF MOBILE PHONES ARE LOCKED AWAY IN THE PHONE SAFE BOX.

8. Incidents
A record will be made of any such incidents in the Incident Record Book, and the Manager will be immediately notified.
Safety and security procedures will be regularly reviewed by the Manager in consultation with staff and parents/carers.

9. No Smoking Policy

We operate a strict no smoking policy, signs are displayed around the building and all staff, parents and volunteers are made aware. We actively encourage no-smoking by having information for parents and staff about where to get help to stop smoking if they are seeking this information.
Staff who smoke do not do so during working hours, unless on a break and off the premises. They must ensure their clothing does not smell of smoke to minimise the impact of passive smoking on children.

Staff who smoke during their break must make every effort to reduce the effect of the odour and lingering effects of passive smoking for children and colleagues.

Under no circumstances must a member of staff be in sight of a child whilst they are smoking.

If any of the above is noticed or brought to the attention of a senior member of staff, you will immediately be asked to leave the setting to go and change and freshen up.  The period you will have left and until you return back to work will be unpaid.

If a member of staff persistently doesn’t follow these guidelines, our disciplinary procedures will be instigated.
This also applies for the use of E-Cigerettes.
10. Intruder Policy

We aim to maintain the highest possible security at our setting, to ensure that every child’s safety is ensured at all times.  All explained and arranged visitors will be asked to produce identification.  
Anybody wanting permission to enter the building, but it has not been previously arranged, will not be granted permission to enter the building.  Carers that will be collecting a child that is not the child’s main parent/carer, will be asked who they are, what their name is and the code word/password set up by the main parent/carer.  If they do not have this information and we have not gained prior permission from the child’s main parent/carer.  The child will not be able to leave our setting.

Staff need to be extra vigilant with regards to this policy, when the children are playing outdoors.

Intruders posing a Safety Hazard/Unwanted Intruder
· Politely greet the intruder, identify yourself and ask the purpose of their visit. Having a member of staff close by to secure the door and for support if needed. 

· Explain that all visitors must sign in. 

· It the intruder becomes agitated and refuses to leave the building peacefully endeavour to calm the person whilst trying to gain the attention of your staff member to call the police. 
· ALL BLINDS ARE TO BE PULLED DOWN.

· Walkie Talkies are used by all staff members throughout every session.
· If the intruder persists, the codeword ‘CODE BRAVO’ will be used to indicate a risk. The children and staff will assemble together:
Green Building – IN ROOM 1, FIND A SPACE TO SIT AWAY FROM ALL WINDOWS AND DOORS

 and will be distracted by staff, the Register, Medication on site and Telephone will be taken with them, and they will stay there until the police arrive. 
GREEN ROOM REFERENCE: A HOOK IS PLACED NEXT TO THE INTERNAL DOOR OF ROOM 1. WITHIN THE ROOM INTERNALLY ON THE WALL NEXT TO THE DOOR THRESHOLD. A STAFF MEMBER WILL LOCK THIS DOOR TO DETERE AND STOP ANY INTRUDERS ENTERING THE SAFE SPACE.

· If the person leaves before the police arrive do not attempt to detain them. 

· If the person does not leave before the police arrive. Explain to the officers what has happened, so they can deal with the intruder and find a cause for arrest. 
· Remember to log the incident and review security measures

11. Procedure if: Intruder is armed 

· All staff will be alerted and the police contacted immediately. 

· Try to remain calm diverting the intruder as far away from the children as possible. The codeword ‘CODE BRAVO’ will be used to indicate a risk.
· ALL BLINDS TO BE PULLED DOWN

· Walkie Talkies are used by all staff members throughout every session.
· The children and staff will assemble together in:
Green Building – IN ROOM 1, FIND A SPACE TO SIT AWAY FROM ALL WINDOWS AND DOORS

and will be distracted by staff, the Register, Medication on site, and telephone will be taken with them, and they will stay there until the police arrive. 
· If the intruder shows a weapon try to remain calm do not try to disarm them, reassure them that it is not necessary for them to use it. 

· Once the police arrive, make them aware of where the intruder is and any weapon you may have seen describing the intruder and reporting anything relevant the intruder may have said. 

· All staff and children should remain where they are unless directed otherwise by the police. 

· Incidents should be recorded and security procedure reviewed and updated. 

12. Procedures for outside area
At least two members of staff are always present when children are outside. Staff should be observant of anyone watching the children or hanging around the local area.

A Walkie Talkie will be used at all times, to maintain communication with staff inside .
If an intruder approaches, staff must be aware of the safest route away from the intruder. The codeword ‘CODE BRAVO’ will be used to indicate a risk, they will wave their arms. Other staff must immediately act to help identify a safe route away for the children and remove them as quickly as possible. 
All children will regularly practice this procedure indoor and outdoor.  So they are familiar with what they will need to do in the event of an intruder approaching/entering the setting.

This will be managed in a way that does not frighten the children but enables action to be taken quickly and safely.

Any incident should be reviewed and followed up by the manager and the wider team.
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