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Health and Safety Policy














GENERAL STATEMENT OF INTENT

All necessary steps will be taken to the best of the Head Teachers ability, to ensure that Tremorfa Nursery School is a safe and healthy working place for its staff, pupils, parents, governors and visitors.

Overall responsibility for Health and Safety matters is that of the Head Teacher with the support of the Governing Body. There is a named governor (Alan Vaughan Thomas) to support the provision of health and safety in the school. 

This policy will be kept up to date and will be reviewed annually.

ORGANISATION

While the Head Teacher, as the Health and Safety Co-ordinator has overall responsibility, each member of staff is expected to act in a responsible manner.  The Head Teacher will identify staff training needs and facilitate opportunities for staff training wherever possible.

When a Health and Safety issue is observed, that cannot be corrected straight away, then the pupils should be removed from the area at once and the matter reported to the Head Teacher.

When required, the Emergency Services may be called out by any member of Staff without reference to any higher authority.

SITE MAINTENANCE/MANAGEMENT

The Head Teacher (as site manager), caretaker and the staff will make regular checks on the exterior of the building, on the play area and the railings, to make sure all is safe and secure for the children, staff and visitors to the school. Problems will be dealt will as soon as possible, and when necessary, access to the particular area will be restricted until it is safe.

ARRANGEMENTS

The Head Teacher will:-
· Ensure regular inspections are carried out
· Co-ordinate information
· Pass on information and advice to Staff and the Governing Body.
· Deal with Official Bodies
· Monitor procedures
· Complete the relevant LEA forms
· Receive reports
· Ensure procedures are updated and available to all staff
· Undertake risk assessments and reviews
· Identify staff training needs, arrange training and ensure appropriate records are kept
· Inform the Governing Body of action required to comply with Health and Safety legislation
· Co-operate with and provide necessary facilities for Trade Union representatives
· Ensure that contractors working on site have appropriate Health and Safety policies and procedures in operation

All staff are made fully aware of their responsibilities towards themselves and others, with the principle aim being the prevention of accidents and ill health.

All staff are also aware of the reporting procedures for accidents, violent incidents and other health and safety issues.

Information regarding safety issues is shared with temporary staff, students and visitors verbally and using a checklist of safety information (see Appendix B)

The Governing Body
To support the Governing Body in carrying out their duties, the school has
· Annual electrical equipment testing
· Annual fire prevention equipment and systems tests
· A water management system that includes monthly checks
· An asbestos management plan
· A staff training record
· Annual boiler maintenance check
· Appointed a Health and Safety governor
· Reactive monitoring to any specific incidents so that systems and procedures can be evaluated and revised in the light of an accident
· An emergency plan and file
· An emergency evacuation procedure

The Caretaker
The caretaker works in close partnership with the Headteacher to ensure the health and safety of everyone in school. The specific duties of the caretaker include:
· Ensuring the safe storage and labelling of hazardous substances
· Reporting to the Headteacher any building issues that may be hazardous to the health and safety of staff, children or visitors
· Carrying out regular inspections of the site and repair or report defective equipment
· Monitoring the safe storage of equipment
· Monitoring the safe use of ladders
· Ensuring their personal safety and protection through the use of protective clothing
· Contributing to termly fire drills and the testing of fire alarms and logging this
· Liaising with all contractors in relation to health and safety issues, including the asbestos management and the issue of permits to work
· Contributing to the health and safety audit carried out on a termly basis

Monitoring of Health and Safety
There is termly monitoring of the Health and Safety Policy using the LA audit procedure. This monitoring is carried out by the Headteacher in liaison with the caretaker and the governor responsible for health and safety. Health and Safety will be a regular feature in the Headteacher’s report to the Governing Body.


SPECIFIC MATTERS (in alphabetical order)

Accidents
· If an accident occurs the required help must be called. In addition, the support services to lessen or end the cause of the accident such as the service of Gas, Water, Electricity Companies, Building Maintenance Service of the LEA must be called in 
· In the event of a serious injury (this includes amputation, serious burns, acute illness, fractures, loss of sight or consciousness, death or being kept in hospital for over 24 hours) then in addition to the LA, the Health and Safety Executive will be informed
· All accidents both to pupils and staff, however minor, are logged in individual group ‘message books’ (minor) or the school accident book. 
· Parents are verbally informed or given a note detailing any treatment their child has received.
· If accidents are not observed by the Head Teacher (as site manager) the matter should be reported to the Head Teacher as soon as possible, or to the Teacher in charge.  
· Cardiff County Council Codes for guidance and forms are used to report serious accidents i.e. when hospital treatment is required.  
· Forms are stored under ‘Accidents’ in the office filing cabinet.
· The completed accident forms are sent to the LEA (within the allocated time frame) with a copy kept in school.
· When it is necessary for a child to attend hospital urgently an ambulance will be called; they will be accompanied by a member of staff and their parents informed
· In the case of other accidents that require medical attention, the parents will be informed and asked to transport the child to hospital themselves
· Staff will not transport children in cars except in exceptional circumstances and only if they have additional insurance to cover this
· In the case of less serious accidents , a note is made in the class message book and parents informed at the end of the session

Administration of medicines
· School policy is that prescribed or over the counter medicines will only be administered in exceptional circumstances, at the discretion of the Headteacher and following signed consent (see Appendix A).
· Depending on the nature of the condition and medicine parents may be asked to return to the school to administer medicine to their child or to administer medicine before/after each session.
· Parents are asked to detail their child’s medical needs on entry.
· Children who have asthma pumps can be supervised using their own inhalers when necessary. A spacer as well as the pump must be provided.
· Individual asthma blue pumps are kept in individual boxes on a high shelf in the kitchen clearly marked with child’s name and are accessible at all times.
· Glucose/hypo box of consumables to be provided by parent of any diabetic child.  Child can feed themselves under staff supervision if necessary.
· If a child requires an Epi-pen this will be provided by the parents and kept in school. In this instance a care plan would be drawn up for a child.
· Following administration of any medication the time and dose rate must be noted on the form singed by the member of staff administering the medicine and by the parent when collecting.

Approach to School
· See risk assessment for traffic management.
· The gateway is to be kept clear to allow for emergency evacuation.
· Highways Department / Police are to be alerted if any hazards on roadway.
· Parents/visitors are informed how to park safely. Information on parking is given to parents on the school website, in the prospectus and on the monthly newsletter
· Yellow zig-zag lines and immediate grass verges are to be kept clear at all times.
· Double gates may be closed before 8.45am each morning.
· Pedestrians are to use the single gate entrance.
· No child is allowed access to the front of the building without an adult.
· CCTV cameras give 24 hour surveillance to entrances and exits.

Asbestos
· The Headteacher has attended training on the management of asbestos on the site and is the designated manager. 
· An Asbestos Management Plan is kept in the school office and is updated regularly
· The Headteacher informs the asbestos team when alterations are made to the building
· All staff are aware of the existence and location of the Asbestos Plan
· All contractors must be shown the Asbestos Management Plan prior to undertaking any work in the school and must sign a ‘permit to work’ form.

Children’s Toilet Area
· To be kept well ventilated and in wholesome condition. 
· Any cracks or chips in porcelain, broken seats or flushes to be notified to Head Teacher.
· Toilet paper, paper towels and soap to be freely available.
· The floor to be mopped, toilets flushed and basins checked and rinsed between AM and PM sessions.
· Materials, equipment and protective wear to be available to staff.
· Mops are disinfected regularly by the cleaners.
· Cleaning materials to be kept in locked cleaners cupboards out of children’s reach.
· Changing area to be kept clean and hygienic with no plastic bags left on surfaces.
· All staff are aware of the policy for changing wet/soiled children as detailed in the Toileting Policy.
· Alcohol gel is provided in a dispenser placed high on the wall and is for the use of adults only. 
· Disposable gloves, aprons and paper changing mats and wet wipes are available for staff (see Toileting Policy)

Changing Children
· Children are changed in a special changing area or in the disabled toilet
· Changing area is kept clean and hygienic with no plastic bags or soiled clothes to be left on surfaces.
· All staff are aware of the policy for changing wet/soiled children as detailed in the Toileting Policy.
· Clothes for changing children are stored appropriately and the area kept free of clutter.
· There is a baby changing table available in school for the use of children under the age of 1. Children over this age should be changed in the disabled toilet.

Cleaner’s Equipment
· The cleaner’s store room is kept locked during the time the children are on the premises.
· COSSH assessments are available on all cleaning materials (file kept by cleaner’s materials).
· Vacuum cleaner and floor polisher are stored in the cupboard area.
· Caretaker and cleaner are responsible for ordering suitable cleaning agents and their safe storage.
· Mops are regularly disinfected

Display Screen
· Risk assessments undertaken
· No member of staff spends more than 3 hours at a time using computers.
· A maximum of 2 hours is spent at the computer before taking a break.
· Policy and guidelines for using computers are known to all staff.

Doors
· Caretaker locks and unlocks building at beginning and end of each day.
· Electronic locking and entry system on front door is used once children are in school.
· Restraining hooks on doors to be used when appropriate.
· Glass panels are intact and checked regularly.
· Finger guards are fitted to doors to prevent finger jamming accidents.
· A member of staff is always on duty by the entrance at the beginning and end of every session.
· Children not to open or close doors.
· Kitchen door to remain shut (double handled access)
· Fire doors are not to be obstructed in any way.

Electrical Safety
· All staff are to be aware of where the electrical fuses and cut off switches are in cupboard. The Emergency Plan, kept in the school office, lists the cut off points for all utilities
· No member of staff is to change fuses in the main box.
· Equipment is not be used if there is any doubt, e.g. if the plug, cable or sockets heat up or any loose wires are seen.
· Faults to be notified to the Head Teacher as soon as possible.
· All electrical equipment to be checked annually by the appointed contractors.
· No electrical equipment to be brought in from home for use in school by children.
· All electrical equipment is to be turned off at the end of the day except for water heaters, CCTV, FAX, telephone, fridges,freezers
· Cleaning apparatus is serviced regularly under contract.
· Children are not allowed to touch plugs and sockets and are made aware of the dangers of electricity.
· Safety caps are placed in sockets that are not in use.
· All wires and leads are kept neatly behind apparatus out of children’s reach and are not to be trailing across the classroom or left hanging from a computer, causing a hazard.

Equality
· See Equality Policy
· All staff are aware of children with a specific disability
· Parent/carers are asked for information regarding their child’s needs and specific training sought as necessary
· Adaptation to the building and the physical layout are made if at all possible to ensure safety of staff and pupils (see Accessibility Plan)
· Individual risk assessments are undertaken and IEPs and ‘Personal Handling Plans’ implemented if necessary
· Staff have undertaken positive handling training
· On the whole staff are not expected to lift a child except in an emergency situation. Where children with additional needs require handling appropriate Manual Handling training is provided for staff.

Fire
· The fire alarm controls are situated in the foyer of the school. 
· The fire alarm and smoke detection systems are tested on a monthly basis. There is a log of all checks kept in the office
· The procedure for evacuation is displayed throughout the school
· The fire extinguishers are checked on an annual basis and a log kept in the office
· Fire drills are held at least termly and discussed afterwards in a whole team meeting. A log of fire drills is kept in the office
· Personal Emergency Evacuation Plans are developed where appropriate and shared with the whole team


First Aid/Safety
· There is a designated ‘First Aid at Work’ member of staff. Additional members of staff have paediatric first aid training (see Training log)
· All first aid equipment is kept in a clearly marked cupboard in the kitchen area. The first aider checks the equipment regularly and ensures there are adequate supplies and that the supplies conform to the most recent legislation.
· All staff are aware of procedures in dealing with minor and major accidents.
· For minor accidents first aid equipment is available in kitchen.  Accidents are recorded in ‘message books’ and/or the school accident book and parents notified verbally.
· Parental permission is asked before plasters are used. Only hyper-allergenic plasters are used in school
· Parents are interviewed about allergies and sensitivities prior to child’s entry.
· In the case of serious accidents an am ambulance will be called and parents notified.  A member of staff to accompany the child if the parent is not available.  Reporting procedure as above.
· Staff to wear and use protective equipment, as and when required.
· All staff have awareness training on norovirus and the school has vomit clearance packs available. Areas covered in vomit are steam cordoned off and steam cleaned at the earliest opportunity.

Floors
· All spillages are to be cleaned up as soon as possible using correct clothes or mops.
· ‘Slippery surface’ sign to be used when there are any wet areas.
· Carpet area to be cleaned daily and checked for signs of wear and tear.
· Carpets are washed and cleaned annually by LEA contractors.
· Carpet edging strips to be secure and checked regularly
· The non-slip floors are cleaned daily and all signs of wear noted.
· If a child has been sick on a floor surface, it is cordoned off. Specialist cleaning kits are supplied for dealing with bodily fluids. Steam cleaning may be required in this case. A steam cleaner is stored in school.

Forest School
· See Forest School Handbook and risk assessments for all aspects of Forest School Health and Safety

Gas and heating
· The Caretaker operates the gas boiler and heating system.
· The gas boiler serviced regularly under contract.
· Staff aware of gas cut off valve in boiler house. 
· An automatic gas safety switch and emergency lighting has been installed in boiler house and staff are made aware of this.
· Boiler house door kept locked at all times. A key (marked with red tape) is hung on the hooks outside the kitchen.
· Combustible materials are not to be stored near the gas boiler.
· Radiator thermostats to be used to ensure they are not too hot and guards are placed over the radiators.

Grounds Maintenance
· All contractors have to report to the school before beginning work
· Children are not allowed outside to play when grounds maintenance contractors are on site
· All contractors hold public liability insurance and are DBS checked
· Staff check that gates are securely locked after contractors have left

Handling cash
· All monies collected for school are counted in the office. 
· No large amounts of money are kept in school
· Cash is banked regularly to ensure that the clerk does not have to carry very large sums
· The care taker varies the times she takes cash to be banked
· The same post office is not used for all banking
· Cash is carried in an unmarked bag
Indoor Teaching Area
· Children enter and leave the teaching area in a safe, controlled manner
· Staff are always by the door at entry and dismissal times.
· Children are encouraged not to run indoors.
· Safe, sensible use of play materials is encouraged and taught.
· Spillages are to be cleaned up as soon as possible, using correct cloths or mops.
· Hot liquids are only to be carried through the play area when all children are in groups.
· Access to doors and equipment is to be kept clear.
· Equipment and materials to be stored neatly and children taught to tidy away appropriately.
· Dressing up clothes, fabrics in home corner, water aprons, paint aprons, forest school clothing and cooking equipment are to be kept in a clean, hygienic and wholesome condition by regular laundering.
· All play equipment to be checked for defects daily.
· Disinfection of all equipment should be undertaken at least annually or as and when needed.
· All furniture to be checked regularly for defects and kept in a good state of repair.
· Parents are requested not to leave pushchairs in school, where this is necessary they are asked to fold pushchairs and store under benches due to lack of space in the cloakroom.

Interview areas
· The office, staffroom or meeting room are used for staff or parent interviews
· If there is a concern about an interview that is to take place then a second member of staff is asked to attend
· The member of staff should always sit near an exit and the door be left open on ajar whenever possible
· Staff should inform another member of staff when speaking with a parent

Kitchen
· Children are not permitted in the kitchen without an adult.
· All equipment to be stored safely in its designated place.
· A First Aid Box is available and checked regularly by First Aider.
· A fire blanket and fire extinguisher are available in the kitchen
· Equipment, materials and protective wear is available to the staff to ensure a hygienic and safe working environment.
· Hygiene procedures are clearly displayed.
· All cleaning and laundry chemicals are kept out of children’s reach in cupboards.
· Kitchen is to be kept clean, hygienic and free from clutter.
· No items to be left lying around floor.
· Electrical items (except fridge and water heater) are to be turned off at the end of day.
· Lunch boxes are to be stored in the fridge in the Community Room.
· Milk cartons are stored in the fridge. A separate fridge is provided for staff food. Fridge temperatures are checked daily and the temperature recorded.
· The caretaker empties the bin twice daily.
· Compost bins are kept in the kitchen and are to be emptied at least weekly
· Toothbrush buses and tooth brushes are washed daily. The toothbrushes are replaced for each child, at least termly

Lighting
· All fluorescent tubes to work properly.  Any that 'flicker' to be replaced as soon as possible.
· A step ladder is available for the caretaker’s use.
· Diffusers to be cleaned regularly to ensure maximum light.
· Caretaker to dispose of broken tubes safely using original packaging. County guidelines are followed for the disposal of hazardous waste.
· All faults to be reported to the Headteacher.

Manual Handling
· See risk assessment 
· Staff and students aware that they must not lift or carry children unless it is absolutely essential. Staff working with children with additional needs receive appropriate additional training in manual handling techniques.
· Staff are aware that they must take care when lifting and carrying objects.
· When furniture has to be moved for dance, movement sessions etc, then two staff should always move objects together.
· The Caretaker has received manual handling training and moves large items of furniture when necessary.  (E.g. for cleaning, for concerts etc.)
· Staff who are involved with the lifting or hoisting of children with additional needs receive training in manual handling techniques
· The sandpit cover is to be moved and assembled by two members of staff or one staff member and one student.

Outside Area
· The outside area is checked daily by caretaker and staff for hazardous material.
· Particular care should be taken during poor weather when the ground should be checked for fallen branches, ice, slippery leaves etc (see the Extreme Weather Risk Assessment and Snow and Ice Plan)
· The large roller bin is positioned by side fencing - to be moved by the Caretaker on collection days.  This bin is to be chained to railings at all other times.
· Sand is to be swept up daily by staff during session and by caretaker at end of day.
· Side gates to be checked when children go out of doors with an adult.
· Outside equipment to be checked regularly and placed in position with suitable safety mats where necessary.
· Children not to enter garden store.
· No children to use outside area when grounds maintenance team are grass cutting.
· Side gates are be checked when maintenance teams have left premises.
· Two members of staff are to move the sandpit cover.
· Safety surface has been installed under the large climbing frame and is to be checked regularly for any signs of disrepair.
· Caretaker to regularly maintain the large frame and tighten any loose bolts.
· Staff to work in pairs removing and replacing toys in storage sheds.
· Large toys are to be stored in a safe, orderly manner to prevent falls and tripping.
· The roller shutter is operated by staff only, making sure that there are no children in the vicinity.
· The shutters are serviced annually under contract

Pond
· See risk assessment
· The pond is fenced off and gated.
· Children, students and volunteers are taught about safety issues near water
· A member of staff accompanies the children at all times when they are visiting the pond and during Forest School sessions.
· Staff inform other members of staff if they are taking groups of children into the pond area
· A mobile phone is available if the member of staff wishes to take it to the pond area
· Children wash their hands after activities by the pond and are taught about health and hygiene
· The pond is checked regularly and kept clear of rubbish
· The edges of the pond are kept clear and visible by regular strimming
· A sturdy pond cover is in place.

Positive Handling
· The school has a ‘Positive Handling Policy’
· All members of staff have been trained in the ‘Team Teach’ approach to behaviour management
· When positive handling has been used the Headteacher will be informed
· Where positive handling may be necessary on an ongoing basis a ‘Positive Handling Plan’ will be written and shared with all staff and with parents

Pregnant Employees
· Any employee who is pregnant should inform the Headteacher asap and risk assessments would be undertaken 

School Pets
· All staff fully aware of school policy on handling pets, health and hygiene.
· Pupils taught safe handling and hygiene
· Only small safe pets are kept in school
· Visiting animals or pets are to be handled by their owner with staff introducing children to the animals carefully in small groups.

Security
· Access to the building is controlled by electronic locking systems which can only be operated by staff. As part of their induction process students and volunteers are asked never to open the door.
· Children are not allowed to open doors
· All unknown visitors are asked for identification
· All visitors are asked to sign the visitors book
· All contractors must report to the Headteacher
· All members of staff are made aware of the need for a high level of security
· Staff bring children indoors if unauthorised persons are on site and emergency services are called
· The children’s outdoor play area is securely fenced and gated
· There is one pedestrian access so children and parents do not have to walk through the main vehicle gates
· Refuse containers are placed away from play areas
· Site is kept clear and tidy by the caretaker
· Security cameras are used around the site
· An intruder alarm is in operation when the site is unattended
· Staff are made aware of the precautions to take when lone working
· All staff are aware of emergency evacuation procedures, this also forms part of the induction process for all students and volunteers.

School Trips
· All staff aware of school procedures for trips.
· Permission slips are completed for all children to be taken out into the wider community (shops, Post Office)
· A risk assessment is undertaken for trips.
· The county ‘evolve’ system is used for the planning of school trips
· County insurance applied for, for each trip.

Smoking
· The school is a no smoking building.
· No smoking signs are displayed in the entrance hall

Staff Cloakroom/Cleaners Cupboard
· Lockable cleaners cupboard provided by the school for the storage of cleaning materials and equipment.
· COSSH assessments available on all cleaning materials (File kept in cleaners cupboard.)
· The caretakers tools are kept in a locked garden shed
· A small selection of staff tools is kept in the locked indoor storeroom.
· Sanitary disposal bin available and changed regularly under contract.
· Coats, jackets etc. to be stored on coat pegs.
· Carrier bags to be stored on coat peg in cloakroom away from children.

Stress
· Headteacher as senior manager has open door policy which enables staff to talk about any concerns as soon as they arise.
· Staff given details of employee counselling service.
· Staff work as a team in order to support each other.
· Staff made aware of managing stress courses through circulation of pamphlets.

Sun Safety
· See separate ‘Sun Safety’ Policy
· Staff, pupils and parents made aware of sun safety and the need for sun hats, etc.
· Children’s sun cream supplied by parents to apply to their children if necessary.
· Box of hats kept for outdoor play.
· Shade provided by shelter, play shed, trees and shrubs.
· Drinking water is provided and a water cooler.
· Children do not spend long periods outdoors if it is sunny.

Traffic Management
· Traffic should travel slowly on site.
· Only staff and official visitors/delivery traffic should enter the school site.
· Cars belonging to parents are not allowed on site (except in an emergency).
· Parents should park cars outside the school gates, allowing access for emergency vehicles and driveways to neighbouring houses.
· School gates may be kept closed between 8.50am and 3.30pm.  Staff and visitors should be made aware of this.
· Risk assessment for traffic management should be reviewed as and when conditions change.
· Nursery children should always be accompanied to and from school by a responsible adult (over 14 years of age).

Violence at work
· See risk assessment
· The Headteacher has attended Violence at Work training
· Staff aware of County and School policy on dealing with violent incidents, and adhere to the principles.
· LEA has been asked to provide training on dealing with violent incidents.
· We have undertaken risk assessment of the following hazards:
· Working alone
· Confidential meetings
· Cash handling
· School security
· Home visiting
· Dealing with parents
· Personal alarms are placed strategically around the school.
Location of personal alarms:
Headteacher’s Office	- Left hand side of desk on wall
Entrance Hall		- Right hand side of door frame
Group areas
· Staff are aware for the need for vigilance and for building good relations with parents and the community.
· CCTV cameras operate surveillance over entrances and exits.
· All incidents of physical and verbal aggression are reported to the LEA (Proformas kept in Office filing cabinet)
· Any employee who is subjected to a violent incident will be encouraged to contact the Employee Counselling Service

Visitors/Contractors
· Access to the school is via an electronic locking system
· Only staff can open the doors to allow entry. This is communicated to all visitors and students
· A visitor’s book is available for use in the office detailing date, times and purpose of visit.
· All visitors to be asked for identification.
· Visitors are to be seen on and off the premises.
· Contractors only allowed to work on site by prior arrangement and whenever possible. Contractors will need to sign a ‘permit to work’ form before work commences
· Where work must take place during the school day a risk assessment will be drawn up
· Contractors made aware of any safety issues e.g. asbestos.

Water
· Water temperature to children’s sinks to be maintained at warm not hot. Water temperature is checked and logged regularly. The Watersafe Log is kept in the school office
· Flushes to be checked and maintained in working order.
· All staff are aware of location of stop tap.
· All water spillages to be cleaned up immediately and the ‘wet floor’ sign displayed.
· Electrical equipment to be kept away from water

Windows
· All glass to be intact and free from cracks. Faults should be reported to the Headteacher
· Only adults are to open and close windows.
· Caretaker is responsible for closing all windows at the end of the day.
· Cords from blinds are wound around hooks out of children’s reach
· Broken windows are replaced immediately under contract with LEA

Voice Care
· Voice care is an issue of increasing concern to teachers.
· Any member of staff experiencing prolonged and recurring hoarseness should be encouraged to seek medical advice
· Further guidance is available in the NUT guidance ‘Voice Care’ on their website

ACCIDENT AND EMERGENCY PROCEDURES


Serious Accidents and Head Injuries
Head Teacher to be notified immediately of any serious accident.  Parents and/or emergency services will then be contacted and member of staff will accompany the child if parents unavailable.

Accident Book
All accidents and incidents, however minor, are to be recorded – message books (minor) or accident forms (major).  Name of child or adult, time, date, injury and treatment to be noted and initiated by member of staff dealing with the incident.
The LEA is notified of serious accidents requiring medical treatment by means of the Accident Report form. With the Local Authority serious injuries or accident will be reported to the Health and Safety Executive’s Contact Centre.

Minor Accidents (e.g. bumps and grazed knees) to be treated with cold water and/or ice, only.  (Antiseptic creams and plasters are only occasionally used at staff’s discretion if parents have given permission.)

Treatment
Note of any treatment must be put in the message book so that parents can be informed at end of session of the injury and treatment.

Asthma
Inhalers are kept in the staff kitchen on a high shelf. Inhalers are kept in individually labelled boxes. Children are allowed to use inhaler whenever necessary, under adult supervision. Parents are asked to provide a spacer to enable children to use their inhalers effectively.

In case of a severe attack emergency services to be called immediately and parents contacted.  Continue to administer inhaler every 10-15 minutes.

Other Medicines (see above)
Children needing regular doses of other medicines are only allowed in school at the discretion of the Head Teacher.  If medicine has been administered in school (with prior consent) the member of staff administering the medicine should sign for this and parents are asked to sign the medicine form on collecting their child.

First Aid
Basic First Aid equipment located in kitchen medical cupboard which is clearly marked and contains tissues, cotton wool, plasters, face mask, disposable gloves and aprons.  Cold soothers/ice packs are kept in the fridge or freezer in the kitchen. Supplies are checked regularly and stock replenished as necessary by the named first aider, Beth Edwards.

Antiseptic and Waspeze are available for adult use.

Illnesses
The Head Teacher should be informed if any child becomes unwell during session so that appropriate action can be taken.  Home and emergency telephone numbers are in the file confidential forms in filing cabinet. See Emergency Plan for information about specific illness (Swine Flu, Norovirus)








FIRE PRECAUTIONS

Fire drill to be held termly for both morning and afternoon sessions.
Head Teacher or Caretaker sounds the alarm.
Staff act according to procedures outlined below and which are displayed around the school.

FIRE DRILL

· When alarm sounds all children to be led out through the front entrance.
· Assemble in the car park to the front of the building.
· Teacher to count children.
· Head Teacher/Teacher in Charge to check premises are empty and leave building last with register, phone and keys.
· Head Teacher/Teacher in Charge to contact emergency services in case of fire.  No one to return to building.
(At end of practice drill, children to be led back into building in an orderly fashion.)

General Notes

· Staff to maintain a calm atmosphere and supervise an orderly departure from building.  All adults to comfort and calm any children who are upset by sound of alarm.
· Some children will have Personal Emergency Evacuation Plans in place. All staff will be informed of who these children are.
· All doors to be closed by Head Teacher who takes keys to unlock gates, register and portable phone.
· No one is allowed back inside the building until permission has been given by the Head Teacher/Emergency Services.  No personal belongings are to be taken from the building.
· Students and adult helpers are to proceed under the direction of the nearest member of staff.
· The Forest School Co-ordinator will ensure that she takes the emergency exit key to Forest School sessions
· Fire extinguishers:	1 in ‘outdoor classroom’
				2 in kitchen
				1 by the main entrance
     Fire blankets:		2 in kitchen
				1 in Forest School

(These are checked annually by the Fire Service.)

No member of staff has been trained in the use of these items and the priority must be to evacuate the building safely rather than tackle any fire.

· Fire alarm system serviced regularly. 
· Fire log book kept in filing cabinet detailing all drill, servicing and inadequacies of system.
· Drill log sheet also kept in the school Health and Safety folder
· Fire risk assessments and checks are undertaken annually by the Headteacher and caretaker and by the Local Authority (SOPO) on a three yearly basis.











HYGIENE AND SAFETY PROCEDURES
GENERAL  
All mops to be washed out at the end of the day.
Dirty washing to be placed in washing machine which is switched on at the end of the day if there is a full load.
Dressing up clothes are washed as necessary but at least every half term.
All staff are aware that cloths are colour coded for different purposes

1.TOILET AND BATHROOM
Disposable gloves are available (in the kitchen) and should always be worn when wiping toilets or sinks, or changing wet children.  Wet or dirty children's clothes are put into plastic carrier bags (double wrapped in the case of soiled clothes).  Make note in ‘message book’.
Floor is checked throughout the day and especially at lunch hour and mopped if necessary.
A red mop and bucket is kept in the sluice room for toilet use only.
There is a separate mop and bucket for use in the general Nursery Area.
The mops are washed out in hot soapy water at the end of the day and left to dry and are disinfected when necessary.
Paper towels and toilet paper to be checked daily and replenished as necessary in both the children's toilets and staff toilets.  Soap is available at all the sinks.

2. SAND
Wet and dry sand available with a variety of equipment as planned each week.
Sand should be changed half termly or sooner if necessary
Equipment checked daily for any defects.
Spilt sand swept from floor whenever necessary during session and at the end of the session.  Both children and adults sweep up, children using the dustpan and brush, adults using large broom.
Sand toys are washed daily
Sand from outside sand pit swept back into pit unless is it spilt on the grassed area, then it is swept up and thrown away.
Leaves, litter etc. are removed from outdoor sand and sand is checked each day before the children are allowed to play.
Sand pit is covered when not in use to ensure it is not used by cats etc.

3. CLAY/DOUGH
Table surface cleaned or if necessary covered with a plastic cloth before the medium is put out to play.
Aprons to be provided and wiped over at end of session if natural clay is used.
Tools, equipment and aprons washed regularly.
New playdough made at least weekly. (Recipe in kitchen)

4. COOKERY
Table is covered by plastic cloth kept exclusively for Cookery and wiped with Milton solution before activity.
Children to wash hands, roll up sleeves and wear aprons and are taught about hand hygiene
Children are not allowed to lick spoons if eggs have been used in the recipe.
Children to be involved in clearing up including washing and wiping dishes.
No child allowed in the kitchen without adult supervision.
Bowls, wooden spoons and rolling pins to be wiped with a solution of Milton at end of activity.
Cookery aprons are washed at the end of the session.
Children’s knives are available for cookery sessions

5. WATER
Clean water used each day as written in daily plans eg. coloured, bubbles etc.
Equipment checked for cleanliness and safety daily.
Water trough emptied at the end of the afternoon session, wiped out if necessary and sprayed with a dilute solution of Milton.
Children always wear an apron during water play and are encouraged to hang it up when finished.
Paper towel container checked daily and refilled as necessary.  Used towels are placed in bin which is emptied midday and evening.
The floor is kept as clean and dry as possible to prevent slippages.  There is a general Nursery mop for use in this area.  This mop is washed in hot soapy water at the end of the afternoon session or disinfected if necessary.  Newspapers can be used on the floor to soak up excessive amounts of water.

6. KITCHEN
No child is allowed in the kitchen unless accompanied by an adult.  
Rubber gloves and aprons are always available for use in the kitchen.
Tea cloths, dish cloths and hand towels are for exclusive use in the kitchen and are not for use in any other area of the nursery.  Towels are washed and dried daily using a hot programme on the washing machine.  
Separate towels are used for drying equipment with the children, these towels are not used in the kitchen and are washed regularly
The kitchen floor is kept clear at all times and any spillages cleaned up immediately to prevent slippages.
Kitchen bins are lined with plastic bags and the kitchen refuse is cleared away by the Caretaker at lunchtime.
Broken glass is wrapped in newspaper and disposed of in the outside bin.
Kitchen surfaces, trays, the fridge and cupboards are kept clean by wiping over with a solution of Milton or Kitchen cleaner.
The fridge is checked regularly to ensure that it is clean and that there is no out of date food etc.
Ice trays are checked regularly to maintain a continuous supply.
Cupboards are kept clean and tidy, and equipment stored in a safe appropriate manner.
Children's lunch boxes are stored in the fridge.
Milk is stored in the fridge wherever possible.  No milk is left out overnight.
Cleaning materials in daily use (washing up liquid and washing powder etc.) are kept out of children’s reach and cleaning solutions in the cleaners cupboard.
Well stocked First aid boxes are kept in the kitchen.
The kitchen is not used for storage of personal items.
Compost bins are emptied regularly and are washed out with hot soapy water.

Door Safety
Outer kitchen doors are to be kept closed at all times

Staff Training
A log of staff training and the dates of training is kept in the school and checked regularly to ensure that training is kept up to date.

Last reviewed: November 2025 	Next review: November 2026

Signed: ………………S.Jones ……….. (Headteacher)
Signed:..............................H.Chivers ...............(Chair of Governors)
Signed: ………H.Chivers………………… (Health and Safety Link Governor)

(See also School Emergency Plan and Flood Awareness Plan kept in locked filing cabinet in the office)

Appendices:

A:      Medicine Consent Form
B:	    Fire Drill
C:	     Induction checklist for students and volunteers
D:     List of Risk Assessments in place
E: 	    Staff H&S training log
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Tremorfa Nursery School
										Mona Place
										Tremorfa
										Cardiff CF24 2TG
										Tel: 029 2046 2581
										Fax: 029 2045 1658


I give consent for ____________________ to be given the following medicine in school. 
Please detail dose rates and any other relevant information:


I understand that all medicines are kept in an individual box in the kitchen


I understand I will be informed if the medicine has been given in school.

Name of medicine:
Expiry date

Instructions:



Signed:
Date:

If medicine is administered during the school session, you will be asked to sign an additional form when collecting your child.

[image: ][image: Eco Schools Wales - Welcome][image: ]	HEADTEACHER:  Mrs S Jones 
Appendix B: Fire Drill


FIRE DRILL
ON DISCOVERING A FIRE - 
NO MATTER HOW SMALL.

AT ONCE

1.	Sound the alarm.
2.	Close doors and windows in vicinity to prevent spread.
3.	Ensure the Fire Brigade are called immediately.
4.	Assist with evacuation of all occupants 

ON HEARING THE FIRE ALARM

1.	All members of staff to initiate an immediate evacuation of the children in their area via the nearest exit and escort their charges to the assembly point.
2.	Class registers should be taken to the assembly point where a roll call should be taken.
3.	The Headteacher (or deputy) will report to the Officer-in-Charge of the Fire Brigade on arrival that all persons are accounted for or the last known position of any missing persons.
4.	On no account should any person re-enter the building until told to do so by the Officer-in-Charge of the Fire Brigade.


THE ASSEMBLY POINT IS:

GRASS AREA AT BACK OF GARDEN
(back garden gates)







Appendix C: Health and Safety Checklist



Health and Safety Checklist for Work Placements

Student name: _______________________	Date of placement: ____________________________

The following have been included in an induction session


	School tour
	

	Details of hours of work/ breaks etc
	

	Fire and evacuation procedures
	

	Security arrangements
	

	First aid arrangements
	

	Accident/ Incident reporting
	

	Welfare arrangements (toilets, kitchen)
	

	Procedure for absence
	

	Safety representatives
	

	Guidelines for children: handling; toileting
	

	Other significant risks
	



Further issues / needs identified:  

Signed:  _____________________ (students)
Signed: ______________________ (supervisor)			
Date: ________________


















Appendix D: List of Risk Assessments



List of Risk Assessments in Place
(see H & S File in the office)

	Risk Assessment

	Date 
	Date to review

	Extreme weather
	Oct 2013
	December 2015/2018/2021/2024

	The Garden and Outdoor Classroom
	Oct 2013
	

	Forest School
	Sept 2013
	

	Work Placement of young person
	Dec 2012
	

	Violence at work
	May 2013
	

	Tremorfa Afternoon Club
	Oct 2013
	

	Baby Language and Play/ community groups
	Oct 2013
	

	Fire Safety
	May 2013
	

	Pregnant workers
	May 2013
	

	Provision of First Aid
	Oct 2013
	

	Using display screens
	Sept 2013
	

	Cleaning up of bodily fluids
	Oct 2013
	

	Operating a Breakfast Club
	Oct 2013
	

	Cooking in school
	Sept 2013
	

	Lone working
	Dec 2012
	

	Home visiting
	Sept 2013
	

	Cash handling
	May 2013
	

	Traffic management
	May 2013
	

	Roller shutters
	Oct 2013
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