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3. Health and Safety Policy 

 
Statement of Intent 

Coaley Village Playgroup believes it is necessary to ensure that Health and Safety matters are 

given highest priority for children & staff. We take every effort to make our playgroup a safe, 

secure place for children, parents and staff. 

The health and Safety Policy is reviewed annually. 
 

The member of staff responsible for Health and Safety is Ali Tuck. 

 

Risk Assessment 

 A risk assessment of the premises, room layout, equipment and facilities is made annually 

in September. 

 A monthly Fire Risk Assessment, using the fire safety checklist to ensure we comply 

with the fire regulations.   

 A designated committee member and one Playleader conduct the risk assessment. 

 Staff will notify Committee immediately of any risks identified throughout the year. 

 5 steps will be followed during each risk assessment and fire risk assessment: 

1. Identify 

2. Assess – high/low risk 

3. Evaluate – what should be done, how and when 

4. Document – details of all risk assessments undertaken 

5. Review – include satisfaction of jobs undertaken, time plan for low risk 

assessments Check - fire exits are accessible and unlocked every day and that 

fire fighting equipment is in place.   

6. Familiarise – all staff and parents must be aware of the fire procedure. 

7. Drill - fire drills to be carried out each term (when possible in conjunction with 

school). 

 Our daily planning includes a risk assessment on all of the activities being used during a 

session. 

Details of all risk assessments will be kept on file. 

 

Insurance Cover 

We have public liability insurance and employers liability insurance. The certificate is displayed 

on the parents notice board. 

Awareness Raising 

We have a no smoking policy. 

Good road safety habits are taught. 

Playgroup arranges three visits per year from the Road Safety Officer. 

 

Children’s safety 

 The correct ratio for children will be upheld at all times.  

Minimum staffing ratios are: 

1:3 children under 2 years 

1:4 children aged 2 years 

1:8 children aged 3-7years 

 

 Children are supervised at all times. 
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Security 

 Parents are to sign children in and out of playgroup. Children can only leave with designated 

person for that day. 

 Parents to inform staff in writing, prior to the session, if somebody else is to collect their 

child and to be written in signing in/out book (blue file) No child to be released without 

written consent. 

 Visitors are to be signed in and out. And written on planning/register. 

 Doors are to be locked at all times and have a security code known by staff only. 

 The register to be taken at the beginning of the day. 

 All children to be sitting down and wait for their name to be called at the end of the session 

before leaving the room. 

 

 

Accidents, First Aid and illness 

 Playgroup Qualified First Aiders are Krisztina Wiltshire, Ali Tuck and Becky Gwynn. 

 All members of staff will receive First Aid Training. This training will be renewed when 

necessary. 

 In the event of a child being hurt a report is to be made in accident/incident report, stating 

time, where, how the accident happened. Parents to be informed on collection and sign the 

accident book. 

 Parents to be notified of bumps to head. 

 Our first aid is checked at the beginning of each term and replenished if necessary. 

 Our accident/incident book is locked away. 

 Our first aid kit is kept out of reach of children, but is accessible to adults. 

 Ofsted will be notified of any injury requiring treatment by a GP or hospital or the death of 

a child or adult. 

 If possible wash your hands with soap and water before giving First Aid. 

 Gloves will be used when dealing with bodily fluids. 

 Always dispose of waste properly. Contaminated waste should be put into yellow biohazard 

bag and given to the ambulance crew or disposed of by your local authority environmental 

health department. (bin kept in school’s disabled toilet) 

 Ofsted will be notified of any food poisoning affecting 2 or more children looked after on 

the premises and of any notifiable diseases identified in the Public Health (Infection 

Diseases) Regulations 1988. 

 

Sickness 

 Signs and symptoms of infectious diseases are displayed in playgroup. 

 Illness must be reported at once and precautions taken to prevent it spreading 

 Leaflets available about treatment of head lice. A letter/sign will be displayed on the notice 

board outside playgroup, alerting parents/carers to check their child for head lice. 

 We do not allow anyone suffering from an infectious illness to be in attendance until 

clearance from his/her doctor. If a child is taken ill at playgroup then parent/carer will be 

notified. 

 To prevent cross infections please allow 48 hours after the last episode of sickness or 

diarrhoea and 24 hours without a temperature. The play leader reserves the right to send a 

child home if these conditions have not been satisfied. 

 

Medication 

 Medication will only be administered with parental consent. 
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 If the administration of prescription medicines requires technical/medical knowledge then 

individual training is provided for staff from a qualified health professional. Training is 

specific to the individual child. 

 All medicines will be stored appropriately, clearly labelled and away from children. 

 Details of when and how much medication given to a child will be recorded, shown to the 

parent, who will then sign the records. 

 

Missing Child Procedure 

 

On outings:- 

1. Collect group together immediately and a head count conducted. 

2. Ensure enough adult supervision of remaining children, Assistant to remain with group. 

3. Remaining staff/adults to begin a search of immediate area and the last point of contact 

with missing child – time scale for initial search to be used. 

4. If after immediate search the child is still not located the Playleader will contact 

Police/authorities first, once satisfied that authorities have been contacted the child’s 

parents will be contacted. 

5. Remaining children will be escorted back to playgroup if possible and will at all times be 

adequately supervised with at least one member of staff present. 

6. Wider search of area to be conducted, again with a time scale of search in place. 

7. Playleader to liaise with Police. 

 

At playgroup:- 

 

1. Collect group together and head count conducted. 

2. Assistant to remain with children. 

3. Playleader and parent on duty to conduct a search of premises and then immediate 

surrounding area/school grounds. 

4. School exits/gates to be checked. 

5. Contact Police/school staff after initial search. 

6. Contact missing child’s parents. 

7. Playleader to liaise with Police. 

 

All regulatory bodies will be informed after such an event. 

 

 

 

Safety of adults 

See manual handling poilcy 

All warning signs are clear. 

Parents to advise a member of staff of any allergies or illnesses that may affect your 
duty. E.g. Latex Allergies, asthma, diabetes etc. 
 

 

 

Equipment/Resources 

 We provide play equipment and resources, which are safe and conform to the BSEN safety 

standards. 

 We provide natural and recyclable materials, which are clean, in good condition and safe for 

the children to use. 
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 We provide furniture, which is suitable for children, and furniture, which is suitable for 

adults. 

 We check all resources and equipment regularly. We repair and clean, or replace any unsafe, 

worn out, dirt or damaged equipment. 

 Faults to the premises will be reported immediately to the school office. 

Windows 

 Low level windows are consistent with BS standards. E.g. toughened glass 

Doors 

 All doors have protectors on to prevent children’s fingers being trapped. 

 All exit doors are securely locked during sessions. Key pad for security. 

 

Floors 

 All surfaces are checked daily to ensure they are clean. 

 Risk assessment included with daily plans if children using water tray. 

 Mop available for spillages. 

 Wet floor signs available from school. 

Cooking 

 Hand washing is encouraged. 

 Children are supervised at all time when during cooking activities. 

 Children are warned of dangers and kept away from hot surfaces and hot water. 

 Electrical equipment is not accessible to children. Equipment checked regularly. 

 Play Leader provides risk assessment of activity. 

 

 

Kitchen 

All sharp equipment e.g. knives are to be kept in a locked cupboard in the schools kitchen. 

Please ask the school’s secretary for the key. 

 At least one member of staff holds a certificate in food hygiene. 

 Procedures for cleaning and safe food preparation are displayed for staff and parents to 

read. (See below) 

 Spare hair bands for adults and children available for food preparation (not to be re-used) 

 

Electrical/gas equipment 

All of our electrical/gas equipment is checked alongside the school. All stickers on electrical 

appliances show the date of inspection and maintenance. 

All sockets are protected with guards to prevent access by children. 

 

Storage 

 Equipment is easily accessible for children. 

 Storage is of good working/clean condition. 

 

Outdoor area 

 Correct ratio held at all times. Children to be supervised at all times. 

 Quiet area sectioned off. 

 Equipment checked regularly. 

 Playground checked before session for safety. 

 Adults to be aware of poisonous plants on and off site. (See separate sheet detailing 

poisonous plants.) 

 Gates bolted on other side. Staff to check that gates are secure. 
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Hygiene 

 Room/toilets cleaned daily by schools’ contract cleaner. Head teacher is made aware of 

unsatisfactory levels of cleanliness. 

 Toilet roll, soap and paper towels supplied by school. 

 In accordance with guidelines a minimum of one toilet and one wash hand basin with hot and 

cold water available for every ten children over the age of two. 

 Sand pits to be covered and changed every term.  

 Sand must be cleaned once a week by sieving for foreign bodies and rinsing with diluted 

sterilising agent. 

 Sand in room to be sweet up daily and put in the bin. 

 Specialised play sand only to be used. 

 Playgroup resources/equipment, clothes and furnishing cleaned every term. 

 Cupboards containing dried food/cups, plates etc to be cleaned every half term. 

 Parents provide a set of clean clothes although we have spare. 

 In the event of bodily function accidents, member of staff to clean up immediately using 

gloves provided. A member of staff will help the child change clothes and comfort if 

distressed. 

 Table cloths and tables to be cleaned daily. Disinfectants to out of children’s reach. 

 As part of our curriculum our children learn about health, safety and personal hygiene. 

 

 

 

Cleaning Procedure (To be displayed in Kitchen) 

 

Due to health & safety regulations could parents please tie their hair back, remove any jewellery 

and wash your hands before & after food preparation using anti-bacterial hand wash and paper 

towels provided.  

 

The cleaning procedure of work surfaces 

 

1. Pre-clean: sweeping, wiping or pre-rinsing (a paper towel maybe used); 

2. Main clean: loosening of the surface grease and dirt using hot water and detergent. A brush 

or cloth will be used; 

3. Rinse: removal of loose dirt and detergent using clean hot water; 

4. Disinfecting: destroying bacteria using chemical disinfectant. 

5. Final rinse: removal of disinfectant using clean hot water (hands should always be washed 

after cleaning & before handling food) 

6. Drying: preferably natural by evaporating dry. 

 

Sink Washing Procedure 

 

1. Remove any heavy dirt by scraping and rinsing in cold water. 

2. Place articles in a detergent solution, scrub with a nylon brush/or clean clothes. (Rubber 

gloves will be required) 

3. Rinse under hot water to remove detergent. 

4. Allow to drain and air dry on a clean disinfected surface. After drying, store in a clean place 

free from contamination. 

The cleaning cloths have been colour co-ordinated. 

Blue – paint, glue etc 

Yellow – tables only 
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Pink – Kitchen surfaces only. 

 

Food Preparation 

 

Please wash & cut up fruit and vegetables using the schools facilities. White board for fruit, 

blue board for vegetables. All fruit and vegetables are to be kept in the fridge.  

 

To avoid food poisoning, please check dates on all foods and dispose of any fruit and vegetables 

that are bruised or discoloured in any way. All fruit or vegetables that has come into contact 

with mould spores must be disposed with immediately. Please ensure that dirt has been 

thoroughly been washed off.    

Food to be stored appropriately and safely. 

 

 

Outings and visits 

 

 A full risk assessment of planned outings is carried out beforehand. This includes an 

assessment of required adult: child ratios, and the nature of the outing.  

 All adults must be aware of what to do during an emergency ot the destination e.g. meeting 

place in case of fire etc. 

 An itinerary of the outing must be given and explained to all adults prior to the visit, 

including a copy of the procedure of ‘what to do if a child goes missing.’  

 We will require written parental permission for children to attend an outing. Please note a 

child will not be able to go without written permission. This will be usually at the bottom of 

the letter detailing the outing. This must be detached and given to the play leader prior to 

the outing. 

 A register will be taken, including how many adults are attending. This must be taken when all 

have arrived at the outing. 

 Essential records and equipment will be taken e.g. contact telephone numbers, reliever 

medicines, epipens, first aid kit and a mobile phone. 

 Staff can not take playgroup children in their own transport. 

 All adults must be aware of any special dietary requirements/allergies. However, the child’s 

key person will have ultimate responsibility. 

 Snacks and drinks will be provided however on occasion a packed lunch will be required. 

 

Fire Procedure 

 

Emergency evacuation procedures displayed clearly in playgroup. A member staff will discuss this 

with you when on duty. 

Fire drills to be held every term and records kept. 

Fire doors are clearly marked. 

Alarms and fire extinguishers are checked regularly by the school. 

Regular inspections of the premises by Fire Officers will be carried out. 

Fire exits to remain clear at all times. 
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Fire Action Procedure 

 

Children 

When you hear the fire warning, stay still and listen to your playleader. 

 

Adults 

1. It is the duty of the playleader to escort the children from the building by the nearest 

fire exit. 

2. If possible take the register with you. 

3. Lead the children to the assembly point at the far end of the netball court. 

4. Playgroup assistants and parent on duty are to make sure that there is no-one left in the 

building then join the rest of the group at the far end of the netball court. 

5. Check all children are present and report this to the person in charge. 

 On discovering a fire, sound the alarm and dial 999 asking for the fire service. 

 

Fire Risk Assessment 

 

Coaley Village Playgroup 

 Fire Risk Assessment  

Date:  

Carried out by:   
 

THINGS WHICH COULD 

CAUSE FIRES 

HOW 

  

  

  

  

  

THINGS WHICH COULD BURN 

 

  

PEOPLE AT RISK FROM 

FIRE 

LEVEL OF RISK. 

  

  

  

  

 

ANYTHING WHICH COULD CONSTITUTE A HAZARD IN TH E EVENT OF A FIRE 

OCCURING 
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HAZARD PROPOSED ACTIONS DATE 

COMPLETED. 
   

   

   

   

   

 

Signed ……………………………………………………Chair person of Coaley Village Playgroup 

Signed ………………………………………………………    Play Leader Coaley Village Playgroup. 

 
This risk assessment to be reviewed in twice a year (after Christmas & Easter) 

DATE OF REVIEW COMMENTS REVIEWED BY (Name, title, 

sign) 

   

 

 

  

 

 


