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HEALTH & SAFETY POLICY
Harriet House believes that the health and safety of children is of paramount importance. We make Harriet House a safe and healthy place for children, parents, staff, students and volunteers.  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.  
The members of staff responsible for health and safety are listed on the Notice Board and in appendix 1.  They have undertaken health and safety training. We display the necessary health and safety posters.  
We have a Health and Safety Management System, which provides us with the means to manage health and safety in an efficient and effective way.  This documentary system is divided into the following three elements, Risk Management, Health and Safety Management and Monitoring Checking and Recording.   
Risk Management  
Our risk assessment process includes: 
· Checking for hazards and risks indoors and outside, and in our activities and procedures. Our assessment covers adults and children.  Recorded in our Risk Assessment Form 
· Developing an action plan which specifies the action required, the timescales for action, the person responsible for the action and any funding required, recorded in our Safety Plan of Improvement 
· Maintaining daily risk assessment checklists which are checked and signed before the children arrive in the morning  
Insurance Cover  
We have public liability insurance and employers’ liability insurance. The certificates are displayed.   
Risk Awareness Raising  
· Our induction training for staff and volunteers 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 wellbeing including safe lifting and the storage of potentially dangerous substances 
· 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 throughout the premises 
· Children are made aware of health and safety issues through discussions, planned activities and routines.
·    
Health and Safety Management  
Children’s Safety 
Only persons who have been checked for criminal records by an enhanced disclosure from the DBS and are registered with OFSTED as child carers have unsupervised access to the children, including helping them with toileting  
Security 
· Systems are in place for the safe arrival and departure of children. The times of the children’s arrivals are recorded. We take the register at the beginning of each session. On departure, a member of staff keeps a record of each child’s departure 
· At home time parents are asked to wait outside the door as staff say goodbye to each child and direct them to their parent/carer. 
·  If a child leaves a session early with their parent or carer, this is recorded immediately 
· Children will only be allowed to leave Harriet House with adults who are authorised by the child’s parents to collect their child.  To authorise for people other than parents to pick up a consent form needs to be signed by the parent and the child’s individual password will be asked for.  If this is not done we will have to contact the parent directly before allowing the child home with anybody else.   
·  The arrival and departure times of adults – staff, volunteers and visitors – are recorded in registers 
·  Our systems prevent unauthorised access to our premises 
·  Our systems prevent children from leaving our premises unnoticed  
Doors 
· We take precautions to prevent children’s fingers from being trapped in doors by teaching the children not to put their fingers in the hinges.  
Floors
· All surfaces are checked daily to ensure they are clean and not uneven or damaged.  This is recorded in our daily risk assessment checklist.  
Kitchen 
· Children do not have unsupervised access to the kitchen 
· All surfaces are clean and non-porous 
·  Cleaning materials and other dangerous materials are stored out of the children’s reach in a locked cupboard. 
·  During cookery activities the children use the dining room and are supervised at all times.  Children are kept away from hot surfaces and hot water 
· Children do not have unsupervised access to electrical equipment 
· Ensure that sharp kitchen knives are kept locked away or out of reach from children.      

Electrical equipment 
· All electrical equipment confirms to safety requirements and is checked annually.  
·  All Portable appliances are PAT tested yearly and records stored in our Health and Safety File 
·  The hot water system is in a cupboard and is not accessible to the children 
·  Wires and leads are properly guarded and the children taught not to touch them 
·  Heaters are checked daily to ensure that they are not too hot and that they are not covered 
·  There are sufficient sockets to prevent overloading 
·  Lighting and ventilation is adequate in all areas  
Storage  
· All resources and materials which children select are stored safely 
·  All equipment and resources are stored safely   
Hygiene  
· We send staff on training courses to ensure that we keep up-to-date with the latest recommendations from Environmental Health. 
·  Our daily routines encourage the children to learn about personal hygiene. 
·  We have a daily cleaning routine for Harriet House which includes school and play areas, 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  
·  We clean tables between activities 
·  We check and clean the toilets regularly 
· Wearing appropriate protective clothing such as aprons and disposable gloves 
·  Providing sets of clean clothes 
·  Providing tissues and wipes  
Activities 
· We check that all equipment and resources are safe  
·  The layout of the play equipment allows adults and children to move safely and freely between activities 
·  All equipment is regularly checked for cleanliness and safety and any dangerous items are repaired or discarded 
·  We ensure that 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    

Food and Drink  
· Staff who prepare and handle food receive appropriate training and understand – and comply with – food safety and hygiene regulations 
· All food and drink is stored appropriately 
· Adults do not carry hot drinks through the play areas and do not place hot drinks within reach of children unless they are in a safe thermos mug. 
·  Meal times are appropriately supervised and children do not walk about with food and drinks.  
· Staff are permitted to have hot drinks at lunch. 
· Fresh drinking water is available to the children at all times 
·  We operate systems to ensure that children do not have access to food/drinks to which they are allergic 
·  We ensure that waste is disposed of properly and out of reach of children 
·  If there is a case of Food Poisoning Ofsted will be informed.  
First Aid & Medication 
· At least two members of staff with a current first aid training certificate (relevant to young children) are on the premises at all times as well as on school outings.  The First Aid qualification includes First Aid training for young children.  
· Vomiting children to be taken to the school office and supervised.
· Bleeding children to be taken to the school office and supervised.
First Aiders: 	Mrs Hathaway
		Mrs Coakeley
		Mrs Beattie
		Mrs McGibbon
		Mrs Woods (office)	
Our First Aid kits
· Comply with the Health and Safety (First Aid) Regulations 1981 
· Are checked monthly and re-stocked by the designated first aid officer  
· Are easily accessible to adults who all know where they are stored 
· Are kept out of the reach of children  
We will administer hypoallergenic plasters if the need arises. All parents who are aware of an allergy advise us when completing their child’s registration form and on the emergency consent form and in the contact in emergency details.  
At the time of admission to Harriet House, parent’s written permission for emergency medical advice or treatment is required. Parents sign and date their written approval.  
In the case of a serious accident the First Aider will assess the situation.  If necessary 999 will be called for Emergency Services and a first aider will accompany the child.  Parents and/or emergency contacts will be notified immediately.  In the case of minor accidents that still need hospital treatment and we are unable to contact a family member the first aider will take the child to the nearest Accident and Emergency Hospital with another member of staff driving or in a taxi if staff/child ratio is affected.  The first aider will stay with the child until a family member arrives at the hospital.    
Accident Book/Sheets 
· Is safely kept and accessible by the first aid cabinet. Accident book is for staff 
· All staff knows where it is kept and how to complete it. Accident sheets for children are kept in their personal file. All staff knows how to fill them in and then a parent is requested to sign it at the end of the session. 
OFSTED is notified of any injury requiring treatment by a GP or hospital, or the death of a child or adult.  

Any injury requiring GP or hospital treatment to a child, parent, volunteer or visitor is reported to Ofsted and the local office of the Health & Safety Executive.  
Administration of Medicines.
At Harriet House we believe that children who are sick should be at home until they are well enough to return to school. However, we recognise that sometimes children will need medication to help maintain their health and well being or when they are recovering from an illness. In these circumstances, we will agree to administer medication.
Administering medicines will only be done where it would be detrimental to the child’s health if not given in the setting. We will only administer prescribed medicines, if a child has not had a medication before; it is advised that the parent keeps the child at home for the first 48 hours to ensure no adverse effect as well as to give time for the medication to take effect.
These procedures are written in line with current guidance from ‘Managing Medicines in Schools and Early Years Settings’; the Headmistress is responsible for ensuring all staff understand and follow these procedures.
Where possible, the key person is responsible for the correct administration of medication to children in their care. This includes ensuring that parent consent forms have been completed, that medicines are stored correctly and that records are kept according to procedures. In the absence of the key person, the Headmistress or Deputy Head are responsible for the overseeing of administering medication.
Procedures
· 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 on our medicine consent form stating the following information. No medication may be given without these details being provided:
· Full name of the child and date of birth.
· Name of medication and strength.
· Who prescribed it?
· Dosage to be given in the setting.
· How the medication should be stored and expiry date.
· Any possible side effects that may be expected should be noted.
· Signature, printed name of parent and date.
· When the medicine is administered another member of staff is present as witness. The administration is recorded accurately each time it is given and the administrator and staff witness sign the form. 
· Parents sign the record book to acknowledge the administration of a medicine at the end of the child’s session.   
· If the administration of prescribed medicine requires medical knowledge, individual training is provided for the relevant member of staff by a health professional.
Storage of Medicines
· All medication is stored safely, in a locked box or refrigerator.
· The child’s key person is responsible for ensuring medicine is handed back at the end of the day to the parent.
· For some conditions, medication may be kept permanently at Harriet House. Key persons check that any medication held to administer as and when required basis or on a regular check basis, is in date and returns any out-of-date medication back to the parent.
· No child may self-administer. Where children are capable of understanding when they need medication, for example with asthma, they should be encouraged to tell their key person what they need. However this does not replace staff vigilance in knowing and responding when a child requires medication.
· These procedures also apply to the usage and storage of blood glucose monitoring kits for children with diabetes.
· Medicines will be returned to the parent when the child leaves the setting.
Children who have long term medical conditions and who may require on-going medication.
· A risk assessment is carried out for each child with long-term medical conditions that require on-going medication. This is the responsibility of the Headmistress and the deputy head alongside the key person. Other medical or social care personnel may need to be involved in the risk assessment.
· Parents will also contribute to a risk assessment. They should be shown around the setting, understand the routines and activities and point out anything which they think may be a risk factor for their child.
· For some medical conditions key staff will need to have training in a basic understanding of the condition as well as how the medication is to be administered correctly. The training needs for staff is part of the risk assessment.
· The risk assessment includes vigorous activities and any other nursery activity that may give cause for concern regarding an individual child’s health needs.
· The risk assessment includes arrangements for taking medicines on outings and the child’s GP’s advice is sought if necessary where there are concerns.
· A health care plan for the child is drawn up with the parent; outlining the key person’s role and what information must be shared with other staff who care for the child.
· The health care plan should include the measures to be taken in an emergency.
· The health care plan is reviewed every six months or more if necessary. This includes reviewing the medication, e.g. changes to the medication or the dosage, any side effects noted etc.
· Parents receive a copy of the health care plan and each contributor, including the parents signs it.
Managing medicines on trips and outings
· IF children are going on outings, staff accompanying the children must include the key person for the child with a risk assessment, or another member of staff who is fully informed about the child’s needs and/or medication.
· Medication for a child is taken in a sealed plastic box clearly labelled with the child’s name and the name of the medication. Inside the box is a copy of the consent form and a card to record when it has to be given with the details as given above.
· For those medicines that need to be stored in a fridge the box can be carried in a cool bag with ice packs.
· On returning to the setting the card is stapled to the medicine record book and the parent signs it.
· If a child on medication has to be taken to hospital, the child’s medication is taken in a sealed plastic box clearly labelled with the child’s name, name of medication. Inside the box is a copy of the consent form signed by the parent. 
· As a precaution, children should not eat when travelling in vehicles.
Legal framework – Medicines Act (1968)
Sickness
· In order to protect the children from infection we ask parents not to bring sick children to school and in the case of a sick child parents will be called and asked to pick them up.    For many illnesses there are specific incubation periods during which children must not come to school. In line with the Health Protection Agency guidelines Harriet House operates the following exclusion procedures:  
Diarrhoea and vomiting: exclusion from school until 48 hours after the last episode. 
Flu: child must not return to school until fully recovered. 
Chicken pox: exclusion from school until 5 days from the onset of the rash. 
German measles*: exclusion from school until 6 days from the onset of the rash. 
Hand, foot and mouth: exclude till symptoms clear to protect infection of others. 
Impetigo: exclusion from school until the lesions are crusted and healed, or 48 hours after commencing antibiotic treatment. 
Measles*: exclusion from school until 4 days from the onset of the rash. 
Mollusculum contagiosum: no period of exclusion necessary. 
Ringworm: exclusion not usually required (treatment is required). 
Scabies: child may return to school after first treatment. 
Scarlet fever*: child may return 24 hours after commencing antibiotic treatment. 
Slapcheek (Fifth Disease): no period of exclusion necessary. 
Conjunctivitis: exclude till symptoms clear to protect infection of others. 
Head lice: no exclusion necessary. 
Mumps*: exclusion for 5 days from onset of swollen glands. 
Threadworms: no period of exclusion necessary. 
Tonsillitis: no period of exclusion necessary.  
* Denotes a notifiable disease for all other diseases, please ask the staff for specific guidelines as well as communicating to us the advice of your child’s doctor.   
We will inform other parents and carers of infections, sickness and incidents of head lice that have occurred so that they can observe their own children. We respect confidentiality by not identifying the children concerned.  
[bookmark: _GoBack]If a child becomes ill at Harriet House they will be taken to a quiet area within the classroom and a member of staff will stay with them until the parent or carer arrives to collect the child.   However, if a child is vomiting or bleeding they will be taken to the school office and supervised until they are collected.
If a child has a notifiable disease listed below it is our duty to report it to the Health Protection Unit and to Ofsted.  A list of notifiable diseases is displayed at school.    
Acute encephalitis                                                               Haemolytic uraemic syndrome (HUS)                          	Rubella  
Acute infectious hepatitis                                                  Infectious bloody diarrhoea                                        SARS 
Acute meningitis                                                                  Invasive group A streptococcal disease                    Scarlet fever  
Acute poliomyelitis                                                              Legionnaires’ disease                                                   Smallpox
Anthrax                                                                                  Leprosy                                                                           Tetanus 
Botulism                                                                                 Malaria                                                                           Tuberculosis 
Brucellosis                                                                              Measles                                                                           Typhus 
Cholera                                                                                   Meningococcal septicaemia                 						Viral haemorrhagic 									fever (VHF)
Diphtheria                                                                              Mumps                                                                            Whooping cough 
Enteric fever (typhoid or paratyphoid fever)                   Plague                                                                               Yellow fever 
 Food poisoning                                                                    Rabies

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, they are provided with safe equipment to do so. 
· All warning signs are clear. 
· The sickness of staff and their involvement in accidents is recorded. The records are reviewed termly to identify issues, which need to be addressed.
Records
In accordance with the national Standards for Day Care, we keep records of: 
· Adults authorised to collect children from Harriet House
· 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 
·  Incidents
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