
Health and Safety Policy Statement
As a nursery we  recognise that under the health and safety at work act 1974 we have a legal duty to ensure the health, safety and welfare of all employees at work. This duty extends to all trainees, children parents and visitors. 
To prevent accidents and work-related ill health our statement of general policy is:

To provide adequate control of health and safety risks arising from our work activities
·  by undertaking risk assessments and taking action to remove/control risks
To consult employees on matters affecting their health and safety
· ensure this policy is put into practice and that any health and safety concerns are reported 
To ensure the safe handling of substances
· All COSHH information sheets for products used  at nursery can be found in the filing cabinet in the office. 
To provide information, instruction and supervision for all employees and students
· health and Safety Law poster is displayed in the kitchen
· health and safety advice is available from: 
Director of environmental Health
		Sedgemoor District Council
		Bridgwater house, Kings Square, 
		Bridgwater TA6 3BR
To maintain safe, healthy, working conditions and to review and revise this policy as necessary at regular intervals. 
· revise policies
· review risk assessments
· maintain safety checks of premises and equipment 

General Safety
· children are supervised at all times
· students, visitors to the building are supervised
· daily attendance sheet is filled in as children, staff and visitors enter/ leave the building 
· children who are asleep are checked regularly
· there is strict door security. Children may only leave with an authorised adult
· the main door to the nursery remains locked to prevent unauthorised access
· the door leading from the pre school bathroom downstairs to the dinning room must not be obstructed as it provides an emergency escape route. 
· when moving from the main building to the nursery garden a member of staff must stand in gateway
· equipment is checked regularly for damage 
· all heaters are guarded
· no smoking on the premises
· all dangerous substances e.g. cleaning materials are stored out of reach
· hot drinks must be kept out of reach 
· manual handling should be kept to a minimum
· spillage's are dealt with immediately
· the outside play area is secure and appropriately maintained
· fire doors are indicated and never obstructed
· all staff are aware of emergency evacuation procedure
· fire drills are held twice a year and recorded in our ‘fire book’
fire extinguishers and blankets are maintained annually
· the emergency evaluation procedure is displayed around the building 
· accident sheets are available at all times for reporting accidents/incidents. Both parents and staff must sign
· a fully equipped first aid box is available and all staff maintain first aid certificates
· parents must sign before administering medicine

General Hygiene
· hand washing after using the toilet and after each nappy change
· use of disposable gloves for nappy changing/vomit/blood
· lined bins and nappy sacks are provided for the hygienic disposal of soiled nappies
· all surface areas including, changing matts and potties are cleaned after each use with anti bacterial spray.
· soiled clothes should be placed in a nappy sack
· all cot sheets are changed and washed fortnightly ( or before if necessary)
· soiled tissues should be disposed of in the waste paper basket
·  individual face cloths/ hand towels should be changed/ washed daily 

Handling of food
· all children and staff must wash hands before handling food
· the kitchen area /dinning tables must be cleaned with antibacterial spay after every use
· never cough or sneeze over food and drink
· prepare food using the correct boards
· all kitchen equipment to be in good condition
· the floor must be swept and mopped after meal times
· keep all food covered and labelled
· wash fruit and veg before use

General Health 
· all children have access to drinking water 
· children are never left alone on changing matts or potty
· hot water is available for hand washing
· cuts and sores must be covered
· knives and other dangerous equipment should be stored safely
· a cleaning schedule is in place 
· all fridge and freezer temperatures are recorded
· food temperatures are recorded daily
· food and drink may only be reheated once
· food must be cooked to correct temperature and allowed to cool before serving

Emergency Box
A box is kept in the nursery garden near the front door for use in the case of emergency. The box contains:
· a number of nappies
· wipes
· gloves
· first aid supplies
· Emergency contact details for children are on the nursery email

Stairs
Moving large numbers of children up and down the stairs can be hazardous. The front stairs have been fitted with a safety gate, while the back stairs are secured with a door handle at adult height. The stairs should only be used under the supervision of an adult. On the way down the adult should go first and wait at the bottom to receive children, while on the way up children should remain at the bottom of the stairs until staff are ready. This is particularly important when we come in from the garden as staff will be busy removing shoes/hanging coats. 
· No more than 6 children on the stairs at any one time
· Children must hold bannisters and behave appropriately ie no pushing. 
· Staff should where possible avoid carrying children on the stairs instead they should encourage children to climb up or down in a way that is suitable for them. 

In the event of an emergency
Electric -Fuse Boards 
· above the cooker in the kitchen
· in the main stair well
In the event of a power cut ‘walkabout’ telephones do not function. 
Electric Meter cupboard
To the left of the main nursery doors outside
Water 
Stop cocks for main water supply
· Above the sink in the baby room
· In the cupboard above the draining board in the kitchen
· For the whole site - outside by the main site gates 
Useful numbers 
Landlord 				Pete Swiggler			board outside
OFSTED 								0300 123 4234
NHS Direct								0845 4647

Lighting
· if the lights fail to work please refer to the ‘in the event of emergency instructions’ above. If this fails to work the manger should contact the electricity board for more information or an appropriate electrician. (see useful numbers). 
· If the lighting remains off for a reasonable period of time action must be taken to ensure that the care of children is not compromised. In the summer nursery would be able to continue as normal however on winter evenings a contingency plan should be activated to contact parents and send children home. 
· In the event of a power cut, torches are available in labelled tray upstairs or the office drawer. 

Heating
If the main storage heaters malfunction other methods of heating should be used e.g. fan heaters until the problem can be fixed. An appropriate electrician should be called to address the problem.

Registration Procedure for children
All children attending the nursery must fill out a registration form. The registration forms are kept in the office and are arranged in alphabetical order  of FIRST names.  Forms contain the following details:

· Childs name
· Address
· D.O.B
· Parents names and contact numbers 
· Name of person who will collect child
· Emergency contact details
· Details of allergies/dietary requirements
· Permissions for photograph use

Daily attendance Register
A daily attendance register is used to record the time that children, staff and visitors arrive and leave the building. The register is kept in the baby room and all staff are responsible for filling it out. In the event of an emergency such as a fire the daily attendance register may be used to confirm the numbers of children, staff and visitors on the premises. 


Safety Checks

Daily Checks

	Check toilet area is clean and ready for the coming day

	Check all windows are secure

	All heaters, electrical points, cables and leads are guarded

	Outside play area is safe and secure

	Check all fire exits are accessible

	Back gate in dining room fixed open allowing access to the fire escape




Evening checks

	All washing out the machine and hung to dry ( including garden)

	Room set up for the following day,  hovering again if necessary

	Dining room chairs and tables set up and place names out

	All resources collected from the garden

	Fire doors closed and back door locked

	Windows closed and secure

	Hallway tidy

	Check toilets and empty nappy bins

	Kitchen bin empty and emersion heater off 

	Baby monitor off

	All lights off

	Daily attendance register complete

	Ensure all fire doors are closed before leaving the building
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