SAFETY POLICY
	Windmill Pre-School will take reasonable steps to prevent accidents to children, practitioners and others.  In order that the premises are kept safe both indoors and outdoors, Windmill Pre-School will ensure that: -
Building

1. The premises are clean, well lit, with adequate natural lighting and ventilation, and are maintained in a suitable state of repair and decoration.  
2. The building will not be used for any other purpose during the hours of operation and will adhere to local planning and building control requirements.

3. The premises are checked before the doors are opened and the safety check logs are completed throughout the day, both indoors and out, to ensure the premises and outdoor play areas are secured.

4. The premises are checked at the end of the day to ensure there are no persons present and are safe and secured.

5. As part of the working team, practitioners have a responsibility to report any seen hazard to the person in charge.  Any person who knowingly compromises the safety of other adults or children on the premises will be subject to disciplinary action.
6. The layout and space of all rooms allow children to move safely and freely between the indoors and outdoors.
7. All low-level glass is safety glass or has been risk assessed.
8. Adults do not walk about with hot drinks, or place hot drinks within reach of children.

9. Finger guards are fitted to the hinge side of all internal doors.
10. There are no hazardous indoor or outdoor plants on the premises.

11. The Person in Charge reports any Faults to the Pre-School Manager who is responsible to the Committee. 
Outside Area
1. A daily safety check is carried out and signed on the outdoor play areas before the children are allowed outside to ensure that gates are locked and to see if other users or visitors have left behind any debris or hazards such as rubbish, discarded needles and animal faeces. The practitioner should re-check the gates again when taking the children outside.  

2. Outdoor space is securely fenced and the children have no access to any areas where they are not allowed. 
3. Outdoor water play activities are closely supervised at all times.

Indoor Area
1. A photo board is visible with all named staff and their role.
2. Practitioners are informed of other people in the building and other users on the premises at all times, so that they are aware of their whereabouts. 

3. Notices are displayed in and around the Pre-School reminding parents and visitors about the need for security and the security systems in place.

4. All practitioners working in the Pre-School are aware of how to take responsible care for the health and safety of him/herself and other persons, who may be affected by his/her acts or omissions at work.  This includes ensuring that the kitchen and front door are locked at all times. 
Risk Assessment

1. The Person in Charge conducts risk assessments of the premises, which are reviewed if there is a significant change or if the management feels it is no longer valid.

2. An action plan with timescales identifies action to be taken to minimise identified risks.

3. Procedures for using equipment and machinery such as microwave, dishwasher and kettle are explained. 
Electricity

1. Electrical and other appliances and fittings conform to safety requirements and do not pose a hazard to children.

2. All electrical equipment is checked regularly by a qualified electrician.  Stickers are attached to electrical equipment stating that it has been electrically tested for safety.

Toys and Equipment

1. Equipment is of a suitable design and condition, is well maintained and conforms to BS EN safety standards or the Toys (Safety) Regulations (1995).
2. All equipment is checked regularly and any dangerous items removed and reported to the Person in Charge.  The Person in Charge will ensure any broken pieces of equipment are either repaired or disposed of safely.  

3. Large equipment is erected with care and checked regularly.
4. Hazards likely to cause harm or injury are explained to the staff. 

Manual Handling

1. Practitioners will be given training on manual handling, these include moving heavy objects, lifting children and erecting large equipment.
Visitors

1. Any person, who is not known to the adult opening the door, is not admitted to the building under any circumstances.  The person in charge will be notified so that he/she can deal with the visitor.

2. The identity of visitors will be checked and their name, identity, nature of business and their arrival and departure time recorded in the visitors log, by a senior member of staff.  All visitors will be asked to sign the visitors’ log.
Children

1. All practitioners supervising children will be aware of the safety requirements and will ensure that children are supervised at all times and are always within their sight. 

2. Activities requiring the use of sharp objects, cooking, and energetic play are closely and constantly supervision.

3. Whenever the children move from one classroom to another or leave the building, the register is taken, as this lists the names of the children and adults in attendance.  All the children MUST be counted out of the building and counted back in again to ensure everyone is present.
4. All practitioners should be aware daily of the number of children in their classroom.

Handover of Children

1. There is a system is in place for registering children and staff in attendance on a daily basis.

2. If a person arrives to collect a child other than the parents, practitioners will check with the Person in Charge, that there is a signed Handover Consent Form.
3. No child is allowed to leave the group unless with their parent or a named individual.  

4. No child will be allowed to leave the building unless the person collecting the child is over 16 years of age and is deemed fit and responsible to care for the child.

5. In the event of a child not being collected and if there is NO reply from the parents, the Person in Charge will contact the persons authorised to collect the child, which are stated on the child’s Update Form.

6. If any of the above persons are not available, 60 minutes after the session has ended, the Person in Charge will contact:

The First Response Team on the following numbers; 

                                     Telephone number: 01296 383962
                                     Out of hours: 0800 9997677

                                     Email: secure-cypfirstresponse@buckscc.gcsx.gov.uk.
Lost Children

1. In the case of a lost child the Person in Charge will organise for the building to be checked inside and all the outside areas.

2. If the child cannot be found in the immediate areas, a wider search of the surrounding areas will be co-ordinated by the Person in Charge.

3. If the child cannot be found within 10 minutes the Person in Charge will contact the Police, the child’s parents, First Response and if appropriate the Head teacher of Brill School.
4. A full report will be sent to Ofsted.
Fire
1. There is a clearly defined procedure in case of fire and for the emergency evacuation of the premises. 

2. The Pre-School is fitted with fire detection and control equipment which is regularly checked and in working order.

3. The Pre-School complies with any recommendations made by the Fire Safety Officer. The fire log is completed and available for inspection. 
4. The Person in Charge of the Pre-School is responsible for fire safety, conducting regular evacuation drills and recording the details on the fire log including any problems and how these were resolved.

5. Practitioners understand their roles and responsibilities in the event of a fire, including the emergency evacuation procedure, which includes any special measures to be taken.
6. Fire blankets, extinguishers, alarms and smoke detectors conform to BS EN safety standards and are provided as necessary, checked to the frequency specified by the manufacturer and kept in working order.

7. Practitioners are aware of the fire fighting equipment available, where to find it and when it should be used i.e. 2 water extinguishers, plus 1 fire blanket.

8. Practitioners are made aware of the fire assembly points.
9. Fire doors are never obstructed inside or on the outside of the building.

10. Fires/heaters/electric points/wires and leads are adequately guarded.

11. Emergency lighting operates in the hallways and at all exits.

12. Fire exit signs are clearly identifiable and are displayed over all fire exits.

13. Fire drills are practiced every half term and at different times of the day.

14. Fire drill notices are displayed in every room, by the fire exit doors.

15. All fire equipment is tested annually.
COSHH

COSHH - Control of substances hazardous to health.

Medicines- With regard to storing and administering children’s medicine, these are stored in the kitchen and classrooms and are checked before being administered by the Person in Charge as they may be harmful to others to which they are not prescribed. A medication consent form needs to be filled in. 
With regard to medication brought in by staff these must be reported to the person in charge are stored in cupboards away from the children.

Cleaning Products – These are stored in the kitchen out of reach of children.  They are diluted for use as per the manufacturer’s instructions by the Person in Charge prior to use by adults.
For all substances used in the setting we have Safety Sheets available and a risk assessment regarding the use of them.

Insurance

The registered person carries public liability insurance for the provision, which is displayed on the parent’s notice-board.
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