Health and Safety Policy

NEAT Fun Club will take all reasonable steps to ensure the Health and Safety of all children, parents/carers, staff and visitors to the club

The Health and Safety at Work Act 1974, sets obligations that every employer should have written policies and procedures to ensure the health and safety of all who come into contact with the company. As a childcare establishment we also have regulations set by OfSTED. NEAT Fun Club accepts the responsibility and will endeavour to ensure that all precautions are taken into consideration.

Any matters regarding Health and Safety should be reported to the Health and Safety Officer and Manager, Michelle Tedds at the first opportunity.

The Health and Safety poster ‘What you should know’ will be displayed on the side of the fridge in the kitchen area. 

All issues regarding health and safety will be recorded in the health and safety book.

Staff

All staff not only need to abide by the Health and Safety at Work Act 1974, but also the Management of Health and Safety at Work Regulations 1999.

All staff must;

· Take all reasonable steps to ensure the health and safety of themselves and  others

· Co-operate at all times with their employer

· Inform the employer of any serious risks

· Carry out activities in accordance with training and instructions

With the above in mind NEAT Fun Club will ensure the following;

· All staff will have Health and Safety training , preferably before their first shift commences

· Staff understand their obligation to Health and Safety, and know how to report issues

· Staff will complete daily health and safety checklists as apart of their routine

· Staff will have a clear understanding of the emergency evacuation procedure, and will take part in regular fire drills

Fire Safety 

(Please refer to the Emergency evacuation procedure and No smoking policy)

· The Emergency evacuation procedure is displayed by the front door and rear fire exit in the hall.

· All staff and children will partake in regular fire drills. These are recorded and kept in a file in the admin cupboard.

· All fire exits are clearly marked and checked that they are clear before each session.

· Fire extinguishers are inspected annually to ensure they comply with all safety standards.

· The fire blanket conforms to the BS EN3 standards.

Security
( Please refer to the Collections Policy, Visitors Policy, Confidentiality Policy, Safeguarding Policy and the Uncollected Child Policy)

· The main door has a push button system, which only allows adults to the setting to open the door. A member of staff will always let parents/carers in and out of the building. PLEASE REFRAIN FROM OPENING THE DOOR TO ANYONE.

· NEAT Fun Club has an agreement with the school that should their be anyone else on the premises during our opening hours that it is agreed in advance, so we can take all reasonable steps to ensure the safety of the children and staff. 

· All visitors are recorded in the visitors book

· Only authorised collectors may have access to the club building

· A daily register is kept, recording the times of both children and staff in the setting

· NEAT Fun Club has two mobile phones, one is used daily, the other is for emergencies which is always charged and checked regularly. In the unlikely event that the mobile phones do not work, there is a landline used by the school that we will use in an emergency.

· Children set rules and boundaries with the staff to ensure that children understand how to care for themselves and others, including not opening fire doors etc

First Aid
(Please refer to the Medication and Illness Policy and Staying Safe Policy)

· The named officer for first aid is Michelle Tedds

· All staff have first aid training, which is on a rolling programme to ensure that all staff know what to do in all first aid situations

· The first aid box is situated in the admin cupboard, in the outings bag.

· It is the responsibility of all staff to ensure the first aid box checklist is completed each time the box is used.

· It is the responsibility of the first aid officer to ensure that the box is checked and replenished every week.

· All accidents for children and staff are recorded on the appropriate form, which are kept in the admin cupboard.

· All accidents that require hospital attention, will be reported to OfSTED and RIDDOR. An incident form will be completed in this case.

· All Medication will require a medicine form to be completed before administration of the medication.

· All allergies are recorded on the appropriate sheets and staff are aware of all allergies

· We adhere to all COSHH regulations.
Insurance
NEAT Fun Club has the following insurance;

· Employers’ liability insurance

All insurance certificates can be found on the operational board.

Food
· All staff have up to date food hygiene certificates, which are regularly renewed

· All staff understand their obligation to the correct storage and handling of food.

· Staff are aware of NEAT Fun Clubs procedure for food preparation, a copy is located in the kitchen.

· NEAT Fun Club is registered with environmental health, and will be inspected regularly to ensure our practice is correct

· All fridge temperatures are recorded daily and freezer temperatures twice weekly.

· All food that is heated will be probed to ensure it meets the correct temperature.

· All dietary requirements for the children are recorded and staff are aware of where to find this information

· Individual needs of children are catered for.

· NEAT Fun Club will be working towards the healthy eating award, SMILE.

· Children will be encouraged to eat healthily whilst at NEAT Fun Club.

Hygiene
· A children’s hand washing sink is located in the main building, for use during activities and before meals

· All sinks have soap and disposable paper towels

· Hand washing signs are portrayed for children

· Staff are aware and promote good hygiene standards at all times

· Children are taught about the importance of hygiene

· Gloves and aprons are worn to clean bodily spillages and for nappy/clothing changes

· It is the responsibility of NEAT Fun Club to ensure that the kitchen, toilets and main floor area is clean after each session in the canteen area.

· The school clean the main school building, however we will ensure that any mess the fun club has made will be cleared away before we evacuate the building

· The canteen floor is regularly mopped by the school, when Fun Club children are not on site

· All bins are emptied daily and disposed of in the outside bin, which is collected weekly. If the Fun Club notice the outside bin has not been emptied we would initially report to the school office. If during the school holidays we would report to the council.

Risk assessments

· Each area of the school site that NEAT Fun Club has access too has been risk assessed by ourselves.

· All risk assessments are recorded on the appropriate sheet and are kept in the risk assessment file in the admin cupboard.

· All risk assessments are reviewed each term to ensure that any changes are identified. If a change is noticed the area will be risk assessed immediately and the written record adjusted. 

· Daily checklists are carried out for health and safety to ensure that all areas used on a daily basis remain safe.

· It is the responsibility of the Manager to ensure that all risk assessments are conducted, reviewed and amended.

· It is the responsibility of all staff to visually risk assess and complete daily checklists.

· All staff are aware of the risk assessments, which is covered in their induction. As risk assessments are reviewed each term, staff will have an input to ensure that they fully understand all risk assessments and their role in maintaining them.

· A risk assessment will be carried out for each outing that takes place.

Gas and Electricity
· All gas fittings and appliances will be checked by a CORGI registered engineer.

· All electrical appliances will be checked annually by an NICEIC engineer (National Inspection Council for Electrical Installation Contracting) and will have a appliance sticker showing the date of inspection.

Supervision
We aim to have a higher ratio of staff to children than that set out by OfSTED at every available opportunity. The ratio for children at the fun club is 1:8. We hope that by increasing the ratio of staff this will allow a safer environment for all.

· All activities on offer for the children will take into consideration the space available, the amount of children, the age and stage of development of the children, the environment the activity will be taking place and the risks involved. 

· Children are encouraged to use the toilets independently, however due to the location of the toilets a member of staff may at times need to stand nearby to ensure the safety of the child. The child’s privacy will be respected at all times.

· Children will not be left unattended at any time.

· Children are required to sit at the table during meal times, we encourage good table manners from the children. We see meal times as a social time, staff will sit with the children during meal times, which provides assistance for any child needing it.

· During busy times for arrivals and departures, the children and parents will be encouraged to enter to main room to pass on information to ensure that children are not in the foyer area unnecessarily.

· Children will not be allowed to leave the building unless accompanied by an adult, either a known collector or a member of staff.   

Outdoor area
· NEAT Fun Club is very fortunate to have access to the school grounds during their opening times. 

· Each area of the school has been risk assessed, however the outdoor areas could change between each session, e.g. weather conditions, nature and external influences. 

· An outdoor check will be completed before the children are allowed to play; this will be recorded and signed by the staff to ensure that they children are safe.

· All outdoor areas have secure boundaries, these will be checked.

· All equipment will be checked before use, both fixed and non-fixed.

· All drains are covered, if a drain is open the children will not be able to use the area until it has been covered securely

· Security lighting is fitted to the outside of the building ensuring that everyone needing access to the building can do so safely. Any maintenance for these lights will be reported to the school caretaker.
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