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Leaside Under Fives Kindergarten

Leaside Walk, East Street, Ware, Herts SG12 9BT

Charity Registration Number 1142831

Health and Safety Policy
Introduction

This health and safety policy Statement sets out how we manage health and safety in our kindergarten. It is a unique document that shows who does what and when and how they do it. 

A copy of this policy is issued to each member of staff at the kindergarten.  A copy of the policy is kept in a binder form in the main administrative office.  The manager will ensure that individual members of staff receive notice of any sections of the binder that are specifically relevant to them 

This policy is written in accordance with the Health and Safety at Work Act 1974

All our policies contain a section entitled Health and Safety. 
Our statement of general policy is:
· to provide adequate control of the health and safety risks arising out of our work activities 

· to consult with our employees on matters affecting their health and safety

· to provide and maintain safe plant and equipment

· to ensure safe handling and use of substances

· to provide information, instruction and supervision for employees

· to ensure all employees are competent to do their tasks, and to give them adequate training

· to prevent accidents and cases of work-related ill health

· to maintain safe and healthy working conditions

· to review and revise this policy as necessary at regular intervals.

Statement from the Committee and Manager:

The committee and Manager will take all reasonable and appropriate steps to ensure that the legal responsibilities of all persons associated with Leaside Kindergarten are met.  Therefore, all activities must be carried out in such a way as to ensure, so far as is reasonably practicable, the health, safety and welfare of all staff, children, visitors and anyone else who may be affected by the kindergarten’s activities.

The committee / manager will take all reasonably practicable steps to meet their responsibilities, with particular attention to the following:

maintenance of plant and equipment in a safe condition and without risks to health

Adequate arrangements for avoiding risks to health in the use, handling, storage and transport of equipment, articles and substances for use at work

The provision of sufficient information, training, instruction and supervision as is necessary to ensure, the health and safety of all

A working environment without risk to health, including safe access and egress

Employment of staff who are competent for the work in which they are engaged 

Compliance with this local policy, health and safety legislation and any associated guidance from the LA of Hertfordshire
Specific Responsibilities:  

The committee will:

be responsible for ensuring health and safety management systems are in place and effective. They fulfil a strategic role in health and safety and are not expected to be involved in day to day management of the kindergarten. 

Ensure effective communication with the Manager, Leaside Church, LA of Hertfordshire, staff, safety representatives parents and pupils

Appoint a representative who will receive relevant information, monitor the implementation of policies and procedures and feedback health and safety issues and identified actions to the committee.

Receive regular reports from the manager or other nominated member of staff in order to enable them to provide and prioritise resources for health and safety issues.

Seek specialist advice on health and safety which the establishment may not feel competent to deal with via the HCC’s Health and Safety Team, Tel: 01992 556478

The manager will:
Have overall responsibility for the day to day management of health and safety

Take primary responsibility for ensuring that the kindergarten meets the objectives set out in this policy
Advise the LA of Hertfordshire, Leaside Church and the committee of any circumstances that restrict or obstruct implementation

Ensure that the kindergarten’s policy statement is actively applied, and regularly updated and revised 
ensure all staff are competent to carry out their roles and are provided with adequate information, instruction and training.

ensure that all health and safety guidance issued by the LA of Hertfordshire is available to everyone and that appropriate training is offered to help staff perform these tasks

welcome and assist in, as far as is reasonably practicable, any formal safety audit 

remove, contain or isolate as is appropriate any hazard on the  premises

meet and consult regularly with safety representatives 

provide a health and safety report to the committee upon demand

The staff will:

Advise the manager of any circumstances that restrict or obstruct their responsibilities

liaise as necessary with other staff to ensure adequate health and safety awareness of their individual specialism, and advise the manager of any problems or perceived training needs

Be conversant with this policy and assist in its implementation within their sphere of influence

Carry out regular inspections of their areas of responsibility and report / record these inspections.

Ensure that the details of all accidents or incidents are properly recorded, investigated and brought to the attention of the manager
Liaise appropriately with safety representatives and refer ongoing concerns to the manager
The church representative will:          
On behalf of the manager, remove, isolate\contain any hazard belonging to the church and will record and notify the manager of any such events

Make regular inspections of the premises, paying particular attention to building and services conditions that could extend to being health and safety hazards 

Ensure that essential maintenance contracts are carried out 
Notify the manager of any circumstances where he is unable to take suitable remedial action

Ensure the emergency exits are clear and that rubbish is not allowed to accumulate in unguarded areas in or around the building
Ensure that the fire alarm system is tested regularly

Responsibilities of employees

Under the Health and Safety at Work Act etc. 1974 all employees have general health and safety responsibilities. All employees are obliged to take care of their own health and safety whilst at work along with that of others who may be affected by their actions.

All employees under the Health and safety at work act have responsibility to:
Take reasonable care for the health and safety of themselves and others in undertaking their work.

Comply with the school's health and safety policy and procedures at all times.

Report all accidents and incidents in line with the reporting procedure.

Co-operate with management on all matters relating to health and safety.

Not intentionally interfere with or misuse any equipment or fittings provided in the interests of health safety and welfare

Report all defects in condition of premises or equipment and any health and safety concerns immediately to their line manager.
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Ensure that they only use equipment or machinery that they are competent / have been trained to use.

Make use of all necessary control measures and personal protective equipment provided for safety or health reasons.

Risk Assessment:

The kindergarten conducts and documents risk assessments for all activities presenting a significant risk. These are co-ordinated by the health and safety officer, following guidance contained in the Education Health and Safety Manual and are approved by the manager

Risk assessments are available for all staff to view and are held centrally the office. These assessments will be reviewed on an annual basis or when the work activity changes, whichever is the soonest. Staff will be made aware of any changes to risk assessments relating to their work.

Individual Risk Assessments

Specific assessments relating to staff member(s) or pupil(s) are held on that individual’s file and will be undertaken by the manager/key worker
Such risk assessments will be reviewed on a regular basis.

It is the responsibility of all staff to inform their line manager of any medical conditions (including pregnancy) which may impact upon their work.  

The manager, on behalf of the committee, will liaise as necessary with the Health and Safety Manager for the LA of Hertfordshire to meet the kindergarten's responsibilities.

Fire Precautions and Emergency Evacuation
Emergency evacuation procedure notices are posted at key points throughout the building.  Employees must ensure that they are conversant with these notices.

Employees are responsible for ensuring that children in their care are escorted out of the building when the fire alarm has been sounded or in any other emergency.

All employees must take charge of any unsupervised child.

The manager will make specific arrangements for anyone with special needs.
The church representative will ensure that the fire alarm system and fire appliances are tested and properly maintained.

The manager, assisted by the church representative, will ensure that fire drills are carried out each half term or more frequently where circumstances dictate.

Accident and Incident Reporting
This is carried out in accordance with the LA of Hertfordshire’s Health and Safety Policy.

A local accident book is used to record all minor incidents to non-employees, 

More significant incidents as detailed below must also reported to HCC

Major injuries.

Accidents where significant first aid treatment has been provided.

Accidents which result in the injured person being taken from the scene of the accident directly to hospital.

Accidents arising from premises / equipment defects.

In the case of an injury to a child, the member of staff who was supervising at the time of the incident is responsible for ensuring that the incident is recorded.

All major incidents will be reported to the manager and the committee member for Health and safety.  Parents / carers will be notified immediately of all major injuries.   

Accidents will be monitored for trends and a report made to the committee as necessary. 

The manager, or their nominee, will investigate accidents and take remedial steps to avoid similar instances recurring. Faulty equipment, systems of work etc. must be reported and attended to as soon as possible. 

Reporting to the Health and Safety Executive (HSE)

Incidents involving a fatality or major injury will be reported immediately to the Health and Safety Executive (HSE) on 0345 300 9923 and the Education Health and Safety team on 01992 556478.

Incidents resulting in the following outcomes must be reported to the HSE via their online reporting system http://www.hse.gov.uk/riddor/ within 15 days of the incident occurring. 

A pupil or other non-employee being taken directly to hospital for treatment and the accident arising as the result of the condition of the premises / equipment, due to the way equipment or substances were used or due to a lack of supervision / organisation etc.

Employee absence or inability to carry out their normal duties as the result of a work related accident, for periods of 7 days or more (including W/E’s and holidays).

Any incident notified to the HSE must also be reported to the LA’s Health and Safety Team.
First Aid Arrangements

These are in accordance with the LA of Hertfordshire’s arrangements, which are contained in the health and safety binder kept in the main admin office.  

With regard to sickness and the response to diseases and infection control we follow the guidelines as laid down by the Health Protection Agency (April 2010).  A brief summary can be found at the end of this policy.  The website is: http://www.hpa.org.uk/webc/HPAwebFile/HPAweb_C/1274087715902
Notices are prominently displayed in the office detailing the name of the qualified first Aiders. Staff must ensure that they are conversant with these notices.

All first Aiders are responsible for regular recorded checks of first Aid equipment and for restocking consumable items. First aid qualifications remain valid for 3 years. The manager will ensure that refresher training is organised to maintain competence and that new persons are trained should first aiders leave.

Parents are informed of all first aid incidents.
Transport to hospital: 
Where a first aider considers it necessary, the injured person will be sent directly to hospital (normally by ambulance). Parents / carers will be notified immediately of all major injuries to pupils.   
No casualty will be allowed to travel to hospital unaccompanied and an accompanying adult will be designated in situations where the parents/carers cannot be contacted in time.

Where there is any doubt about the appropriate course of action, the first aider will consult with the Health Service helpline (NHS Direct 0845 4647) and, in the case of pupil with the parents/carers.

Administration of medicines 

All medication will be administered to pupils in accordance with the statutory framework for the early year’s foundation stage. Detailed arrangements are provided in a separate policy.

No member of staff will administer any medication (prescribed or non-prescribed) to children without a parent’s written consent except in exceptional circumstances.

The manager is responsible for accepting medication and checking all relevant information has been provided by parents / carers prior to administering.

Records of administration will be kept by the manager. 

Emergency medication and devices such as asthma inhalers, blood glucose testing meters and adrenaline pens are always readily available for the children and not locked away. These are kept in in the room where the child plays and clearly labelled.

Individual Health Care Plans (IHCP)

Parents / carers are responsible for providing the school with up to date information regarding their child’s health care needs and providing appropriate medication. 

IHCPs are in place for those pupils with significant medical needs e.g. chronic or ongoing medical conditions such as diabetes, epilepsy, anaphylaxis etc. 

The IHCP is developed with the pupil (where appropriate), parent/carer, designated named member of school staff, specialist nurse (where appropriate) and relevant healthcare services. These plans will be completed at the beginning of the school year / when child enrols / on diagnosis being communicated to the school and will be reviewed annually by the manager and deputy.
All staff are made aware of any relevant health care needs and copies of health care plans are held in the office. Staff will receive appropriate training related to health conditions of pupils and the administration of medicines by a health professional as appropriate.

Food and drink
Snacks and drinks given at the Kindergarten are healthy, balanced and nutritious. 

Before a child is admitted to the Kindergarten, parents will be asked for information about any special dietary requirements, preferences and food allergies that the child has, and any special health requirements. This information is recorded and used by all members of staff.

Every child with an identified food allergy has their own individual emergency action plan to ensure that everyone knows what to do in such an event. 

Food preparation areas are cleaned before use as well as after use.

All staff handling and serving food wear suitable protective clothing and work hygienically

Packed lunches are named and stored in a cool place; un- refrigerated food is served to children within 4 hours of preparation at home

Providers must be confident that those responsible for preparing and handling food are competent to do so. In group provision, all staff involved in preparing and handling food must receive training in food hygiene.  We notify Ofsted of any food poisoning affecting two or more children cared for on the premises. Notification is made as soon as is reasonably practicable, but in any event within 14 days of the incident. 
Safety Inspections

The manager will arrange an internal health and safety inspection of the building at least termly.  The inspection team may include the manager / deputy, committee member, any union appointed safety representative, and the church representative.

The manager will ensure that inspection reports are distributed as necessary and refer any concerns to the appropriate body.

External play equipment 

External play equipment will only be used when appropriately supervised. 

This equipment will be checked daily before use for any apparent defects, and any broken or damaged equipment is removed immediately and the manager is informed.
Portable Electrical Appliances

These are inspected and maintained etc. in accordance with the LA of Hertfordshire’s guidance in the health and safety manual, these tests are carried out annually by Leaside Church. 
Manual Handling
Generic risk assessments for regular manual handling operations are undertaken and staff provided with information on safe moving and handling techniques.

Staff should not lift heavy items and equipment unless they have received training and/or equipment in order to do so safely.

Those manual handling activities which present a significant risk to the health and safety of staff, will be reported to the manager and where such activities cannot be avoided a risk assessment will be conducted to ensure such risks are adequately controlled. A copy of this assessment will be provided to employees who must follow the instruction given when carrying out the task.

Computer work stations
All staff who use computers daily, as a significant part of their normal work (significant is taken to be continuous / near continuous spells of an hour or more at a time) e.g. admin / office staff shall have a DSE assessment carried out.

Staff identified as DSE users are entitled to an eyesight test for DSE use every 2 years by a qualified optician (and corrective glasses if required specifically for DSE use).

Advice on the use of DSE is available in the Education Health and Safety Manual  
Communications


The manager will arrange for all health and safety information and guidance issued by the LA of Hertfordshire to be distributed to all members of staff.

The manager will make arrangements for any necessary health and safety training.

Safety Representatives

The committee or manager will accept the appointment of safety representatives, in the interests of the health and safety.

The manager will offer safety representatives the facility outlined in the LA of Hertfordshire’s Health and Safety policy.

The implementation of this policy is the responsibility of all members of the kindergarten community in as far as each member is individually responsible for:
Following all procedures laid down in this document

Being responsible at all times for minors in their care

Taking preventative action and being proactive to maintain Health and Safety

Reporting immediately to the manager any concerns regarding Health and Safety 

Responsibilities

Overall and final responsibility for health and safety is that of the committee of Leaside Kindergarten.
Day-to-day responsibility for ensuring the policy is put into practice is delegated to:  Mrs Lauren Arnold
All employees have to:

co-operate with manager and deputy on health and safety matters
not interfere with anything provided to safeguard their health and safety or the health and safety of others
take reasonable care of their own health and safety 

report all health and safety concerns to the manager or deputy manager.
Health and safety risks arising from work activities 

Risk assessments will be undertaken where appropriate.
The findings of the risk assessment will be reported to the Manager. All reports will be available to the Committee at termly meetings.
Action required to remove/control risks will be approved and implemented by the Manager
Risk assessments will be reviewed every year or when the work activity changes, whichever is the soonest.  Some risks assessments may be filed as the risk no longer exists. 
Information, instruction and supervision

The Health and Safety Law poster is displayed in the main hall.
Health and safety advice is available from the manager.
Supervision of young workers/trainees will be arranged/ undertaken/ monitored by the manager
Competency for tasks and training

Induction training will be provided for all employees by the manager for general Health and Safety.
Job specific training will be provided by the manager who will source appropriate training.
Specific jobs requiring special training are: 

First Aid

All training records are kept by the manager
Accidents, first aid and work-related ill health

Working at a computer
First Aid

Health surveillance will be arranged by the manager and all records will be kept by the manager in the Health and Safety record file kept in the kindergarten office.
There is a first aid box kept in:  the hall and activity room.
All accidents and cases of work-related ill health are to be recorded in the accident book. The book is kept by the manager in the kindergarten office.
The manager is responsible for reporting accidents, diseases and dangerous occurrences to the enforcing authority.

The first aiders are:  

	First Aid 

Paediatric First Aid for Children

	NAME
	DATE OF COURSE
	EXPIRY DATE

	Amanda Wasyllyczyn
	16th February  2024
	February 2027

	Kym Woodley 
	16th February 2024
	February 2027

	Niamh Spendiff
	16th February 2024
	February 2027

	Barbara Conway-Baker
	16th February 2024
	February 2027

	Ching Howitt 
	16th February 2024
	February 2027

	Joanne Cordwell 
	16th February 2024 
	February 2027

	Catherine Sibthorpe
	16th February 2024
	February 2027

	
	
	


	First Aid Safer Recruitment

	
	
	


 Monitoring

To check our working conditions, and ensure our safe working practices are being followed, we will:

Keep up to date with current legislation

Carry out regular risk assessments

Carry out regular health and safety walks

Encourage all members of the community to be responsible for keeping the environment and people safe and to report immediately any concerns

Ensure that key people have regular updated training

The manager is responsible for investigating accidents, investigating work-related causes of sickness absences and acting on investigation findings to prevent a recurrence.

Emergency procedures - fire and evacuation
The manager is responsible for ensuring
Escape routes are checked every day.
Emergency evacuation will be tested every half term.
This policy was adopted at a meeting of
Leaside Under Fives Kindergarten
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Held on
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___________________________
Reviewed on:




26th February 2024







___________________________
Signed on behalf of the Kindergarten     Margaret Payne







___________________________
Role of signatory (e.g. chairperson etc.)
Chair of Committee







___________________________
Leaside  Kindergarten
Appendix                                                                                                     
Risk Assessment/Visit approval for Non- Residential Visits
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Location of Visit:



Purpose of Visit:


Date of Visit:
                                                                                   Name of qualified First Aider:


 Date qualification expires:                                                                 How will young people reach location?
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Kindergarten General Risk Assessment Proforma

	Description of task and specific area being assessed

	

	Location 
	
	Assessment Details

	Kindergarten 

Name of Assessor   

Position Held           


	
	Risk Assessment No.   

Date of Assessment   

Planned Review Date 




	Hazard
	Risk
	Individuals Affected

	
	
	 

	Control Measures already in place



	

	Calculation of risk (use risk calculator overleaf)



	Seriousness (A)
	
	Likelihood (B)
	
	Risk =AxB
	

	Control Measures required to reduce risk (if other than minimal risk)


	

	Calculation of residual risk (use risk calculator overleaf)


	Seriousness (A)
	
	Likelihood (B)
	
	Risk =AxB
	

	Action Plan

	Action
	By whom
	By when
	Date completed/signature

	
	
	
	 


	Manager’s sign off



	Signed                                                                         Date  


	Risk calculator

	Seriousness ( A )
	Rating
	Likelihood ( B )
	Rating

	Fatality
	5
	Very likely 
	5

	Major injury to several people
	4
	Likely
	4

	Major injury
	3
	Possible
	3

	Minor injury
	2
	Unlikely
	2

	Trivial injury
	1
	Very unlikely
	1

	Risk = Seriousness (A) x Likelihood (B)

	Score
	Risk
	Action required

	1 to 3

4 to 8 

9 to 12 

13 to 25 
	Minimal

Low 

Medium 

High 
	Control measures should be kept under review

Control measures should be fine tuned to reduce risk further if possible

Control measures should be improved within 2 weeks, consider an alternative lower risk activity

Activity NOT to proceed until risks addressed.  

Seek immediate advice from Health and Safety Manager

	
	
	


A trained paediatric first aider must accompany all trips and one trained paediatric first aider remain on site if not all classes attend the visit. 

A first aid kit must be taken including gloves, wipes and sick bags.

COSHH Risk Assessment 

The COSHH Assessment needs to take into account the:

(S)ubstance, (I)ndividual, (T)ask and (E)nvironment (S.I.T.E.)

	1. Date of COSHH Risk Assessment
	

	Premises
	

	Assessor
	
	Signature
	

	Signature of manager
	


	2. SUBSTANCE NAME
	

	3. Quantity normally stored?
	Important: Make sure that if it is decanted into another container, that the other container is suitable for use and is correctly labelled.

	4. Task /Use
	

	5. Is there a copy of the Material Safety Data Sheet (MSDS)?

The MSDS on its own is NOT a COSHH risk assessment.
	YES
	
	NO
	

	6. Is there a significant risk from this substance?
	YES
	
	NO
	

	7. If Yes, what is the level of risk before control measures?
	High
	
	Medium
	
	Low
	

	8. What are the significant risks? 

	

	9. Can the substance be eliminated or replaced with a safer alternative?
	YES
	
	NO
	

	10. If the substance cannot be replaced, is there a safe method for using it?         If No the substance MUST not be used.
	YES
	
	NO
	

	11. If YES, please explain how the substance must be used safely.  Make sure you have controls for all of the risks identified above. 

Remember: personal protective equipment (PPE) should be the last control method as it is the most likely to fail.

	12. Are there any foreseeable situations where or when the substance should not be used? 
	YES
	
	NO
	

	13. If YES, state where or when the substance should not be used?



	14. Where is the substance to be stored?

	

	15. How should the substance be stored?

	All cleaning and maintenance chemicals should be stored out of the reach of children at all times. 



	16. Are there any control measures required for dealing with spillages?
	YES
	
	NO
	
	N/A
	

	17. If YES, identify the control measures required.


	FIRST AID:

18. Are there any specific first aid measures that need to be identified from the MSDS?

e.g. if there is a need to irrigate the eyes for 15 minutes, is there a need to provide equipment so that it is possible to run water for that length of time?

	

	19. Identify any other issues if appropriate.

	

	20. Have you identified anything in this risk assessment that may need to be linked to other risk assessments? e.g. flammable substances linked to fire risk assessment, mutagenic properties with the potential to cause damage to a foetus linked to pregnant worker risk assessments, irritants that may affect a person with medical issues, etc.

	Yes
	
	No
	
	Not applicable
	

	21. If YES, specify the issues that are needed to inform other risk assessments. 




22. What has the level of risk been reduced to by implementing the previous controls?

	High
	
	Medium
	
	Low
	


23. Risk assessment review date

	


	COSHH RISK ASSESSMENT: WHO IS AUTHORISED TO USE THE SUBSTANCE?

	24. Name of Substance: 
	

	25. Name of User: 
	

	26. How frequently is the substance likely to be used?

	Single use
	
	Infrequent use
	
	Unlimited use
	

	27. Does the authorised user have any known medical conditions that need to be taken into account when using the substance? e.g. asthma, skin condition, need to wear glasses, etc.

	

	28. Training / Instruction / Supervision Requirements.

	

	29. Have the risks and safe system of work been explained to the members of staff using the substance?
	YES
	
	NO
	

	30. Has any of the following Personal Protective Equipment been issued to this person for the substance? PPE should be stored appropriately to prevent damage or contamination and replaced when necessary.
	Date of Issue

	Goggles
	
	YES
	
	NO
	
	

	Gloves (identify type)
	
	YES
	
	NO
	
	

	Dust mask
	
	YES
	
	NO
	
	

	Respirator (identify type of filter)
	
	YES
	
	NO
	
	

	Footwear (identify type)
	
	YES
	
	NO
	
	

	Other (identify type)
	
	YES
	
	NO
	
	

	31. Is there a need for health surveillance?
	YES
	
	NO
	

	32. If YES please specify




* COMPLETE A COPY OF THIS FORM FOR EACH AUTHORISED USER *

Purpose of Visit:





How will these hazards be controlled?





What hazards are likely to be encountered travelling to location?





How will these be controlled?





What hazards are likely to be encountered at the location?





Are there any Special needs of young people          How will these be addressed?


on the visit?





 





 





 





 





 





  





 





Year Group Going on Visit:  





                           





 





                                                                                   





Age of Pupils:





 





 





 





 





                                      





Total





 





 





No. of Young People:  





 





                    





       





Male:  





 





 





 





Female:





 





             





  





 





  





 





 





 





 





 





 











Recommended staff: pupil ratio for this type of activity           





 





 





 





 





No





.





 





Of Staff Accompanying Visit:





  





                              





Staff Pupil ratio for this visit:





 





 





 





            





                 





Key workers 





 





 





    





Support





 





 





 





Parents/Carers/





 





 





 





 





 





 





   





workers





 





                                





Helpers





 





 





Male:     





 





 





 





Female:





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





 





Print





 





Name:





 





  





 





    





Date:





 





 





Signed:





 





 





 





                      





This is the person who





o is taking responsibility for the visit 





 





 





 





Manager Approval:





 





 





Print 





 





Name:





 





Date:  





 





 





Signed:





 





Additional Information:





 





 





 





 





 





Additional Requirements (e.g., a reconnoitre has been complet





ed, staff training prior to the visit)





 








