Trinity Tots: Health and Safety Policy

1. Introduction
Statement of Intent

Health and safety is of paramount importance within our Nursery and we will take all
reasonable steps to provide a safe and caring environment for children, staff and our
visitors. All personal data/information maintained in this respect will be held in the
strictest confidence in line with relevant legislation. (See data protection policy and
sharing and storing of records policy).

The health and safety policy is in place to ensure procedures for identifying,
reporting and dealing with accidents; hazards and faulty equipment are in place.

Risk assessments are conducted and reviewed regularly and action plans drawn up
to identify and minimise risks and these are acted on. The accident book is regularly
examined by the Health and Safety leads to identify hazards so that procedures can
be put in place to minimise them. (See Trinity Tots Risk Assessment Policies and
Procedures).

Our health and safety policies interface directly with our Safeguarding policies and
procedures.

OFSTED is informed of any significant changes or events relating to the premises,
including structural alterations, temporary closure or anything that affects the
smooth, safe running of the centre for a substantial period of time.

Responsibilities

The governing body shares with the local education authority overall responsibility
for health and safety. For its part the governing body will:

e Adopt and maintain a Health and Safety Policy

e Ensure health and safety has a high profile

e Ensure adequate resources for health and safety are available
e Monitor and review health and safety on a regular basis

The Management will:

o Develop a health and safety culture throughout the Nursery.
o Take day to day operational decisions.
¢ Ensure the staff team are aware of their responsibilities.
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e Draw up health and safety procedures in line with current legislation and
guidance.

e Monitor effectiveness of procedures.

e Consult with staff and provide training opportunities.

e Consult with the Head Teacher on all matters pertaining to health and safety
and ensure the policies and procedures are in line with the school’s.

e Ensure parents and carers are informed of health and safety arrangements.

All staff will:

e Support the implementation of health and safety arrangements.

e Take reasonable care of themselves and others.

e Ensure as far as is reasonably practicable that their work area/space is safe.

e Report shortcomings to the Health and Safety Officer so they can be recorded
in the Site Maintenance Record Book.

e Read the policies given during induction and sign.

e Ensure that children are made aware of health and safety issues through
play, planned activities and routines.

e Provide parents and carers with any general information on health and safety
they request.

Trinity Tots nursery exercises particular regard for health, safety and general well-
being of its employees and any other users and visitors to its premises. The policy is
structured as follows

Section One — Employers Statement
Section Two — Organisation for implementing the policy

Section Three — Arrangements for carrying out the policy

Section One — Employers Statement

The policy of Trinity Tots is to provide a safe place of work for each of its employees,
service users, visitors and members of the public, by taking such reasonable steps as
are necessary to eliminate hazards to health and eliminate causes of foreseeable
accidents.

Therefore, under the provisions of the Health and Safety at Work Act 1974, we
recognise our managerial responsibilities and as far as is reasonably practical, and we
will:

e Provide and maintain a safe and healthy workplace with due regard to
statutory requirements.
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Provide training and instruction to enable employees to perform their work
safely and efficiently. Additionally, special training will be given where
appropriate.

Provide necessary safety devices and protective equipment and supervise
their use.

Under the Health and Safety at Work Act 1974 employees have a corresponding duty
to co-operate in the above objectives, individually and collectively by:

Working safely and efficiently, using the protective equipment provided, in
accordance with the statutory obligations.

Considering the safety of other employees, services and reporting incidents
to managers or supervisors, which may have led or may lead to injury or
damage.

Co-operating in joint consultation exercise, with Trinity Primary School.
Assisting in the investigation of accidents or incidents with the aim of
introducing measures to prevent recurrence.

Section Two — Organisation of implementing the policy

The named persons responsible for the day to day organisation of health and safety

within the Nursery are:

Lesley Powell- Early Years Manager

Kate McHugh-Deputy Manager

Gail Hunter-Room leader

On a regular basis one of the named above persons will carry out a risk assessment
and feedback any identified actions to be dealt with.

This includes:

Regular health and safety checks, documented.

Bringing specific problems to the attention of the school.

Leading on the development and delivery of all related policies and
procedures

Ensuring that all staff have read and understood the health and safety
policies and procedures

Ensuring the Nursery has the correct insurance cover and is displayed.
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Ensuring risk assessments are in place for all activities, the building and
vulnerable groups.

Responsibility for maintenance of the accident and incident book
Responsible for regularly checking accident books to identify hazards
Responsible for linking hazards and risks to future training

Responsible for re stocking the first aid equipment

Organising and feeding back on fire drills

Organising checks for fire safety appliances (school)

Ensuring all equipment conforms to regulations

Ensuring registers and visitors books are maintained

Responsible for safe lifting training for staff

Responsible for ensuring children, staff and visitors are aware of safety
procedures

Enforcing lone working policy in the Nursery and outside

The LA/Ofsted are provided with sufficient and timely information to enable
them to make the necessary decisions during emergencies and on closing the
building

Ensuring staff and parents are aware of the emergency evacuation procedure
and assembly in Trinity School.

Ensuring all staff handling food hold the necessary qualifications
Responsible for holding sensitive/secure information and access to this
information

Reporting to OFSTED as required

Maintaining records of staff training pertaining to health and safety
Ensuring room temperatures are controlled and maintained and light and
ventilation are adequate in all areas

Responsible for building security, including that there is control over entry
and exit to the building, that children cannot leave unnoticed

Responsible for ensuring staff ratios are sufficient at all times and that there
is always a member of staff available trained in paediatric first aid

Ensuring that safety arrangements and risks assessments are in place for all
trips and that the sun protection policy is adhered to (see risk assessment
procedures)

Ensuring that and regularly checking that cleaning is of a sufficiently high
standard, including in kitchen, bathroom and toilet areas in line with the new
cleaning rota

Ensuring that all materials are safely stored

Responsible for ensuring COSHE regulations are adhered to
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e Responsible for overseeing areas of particular risk and ensuring that
procedures are adhered to with regard to safe sleeping, water activities,
active play inside and out, trips, water temperatures, nappy disposal, child
hygiene routines, cooking activities, safety and cleanliness of prams and
pushchairs and safety harnesses, animal handling. The indoor/outdoor
monitoring of children throughout the day (Nursery)

Employees’ Duties:

It is also the legal responsibility of every employee, regardless of position, to take
reasonable care for the health and safety of her/himself and others (both colleagues,
children and members of the public) whilst at work in the centre and to co-operate
with management of other authorised persons in complying with all Regulations,
Codes of Practices, Safety Instruction and Statutory Requirements.

Failure to observe and report when necessary any incidents from the above will
result in an appropriate application of the disciplinary procedures as this is a duty
of care.

Employees are urged to cultivate the habit of working safely. They should be on the
lookout for hazards and if they see something that might cause an accident, make it
safe, (unless they put themselves at risk) or report it to the Manager on duty.

All employees are responsible for reading the Health and Safety Policy to inform
them of centre health and safety procedure. Health and Safety will regularly be
placed on directed times for discussion and updates. Staff will be requested to
undertake health and safety training and risk assessments.

New employees (including volunteers) will be able to access the health and safety
policies and procedures as part of their induction process. This will include reading

them and signing to the effect that they are understood. (See the Staff Handbook).

Specific employees may be asked to prepare risk assessments for particular
services/sessions.
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Contractor’s obligations:

Contractors must not start work until they have authorisation from the Health and
Safety Officers and must not work in any area unless they have liaised with the
caretaker/site manager and signed the visitor’s book and are wearing a badge.
Contractors must read the fire procedures of the building. Any contractor failing to
observe the centre health and safety procedures will be asked to leave the premises
by the Manager on duty.

Any contractor working within the centre and has access to the Nursery must
provide the Health and Safety Officer with an up to date Enhanced DBS check and
will be asked to fill out a screening document.

Section Three — Arrangements for carrying out the policy

Staff Handbook

Many of the following procedures are part of the induction for all new
staff/students/volunteers to the Nursery (see the Staff Handbook).

Health and Safety

All staff are given a copy of the Nursery Health and Safety Policy.

All members of the staff team must be familiar with the contents of the Health and
Safety notice and Nursery policy and signed to say they have read it. All staff must
act responsibly with regard to their own and others safety.

In particular, the staff team have a duty of care towards the children who attend the
centre.

All staff should be aware of their role in alerting the Management Team to the
existence of any situation, which is potentially dangerous for children or staff.

In general, staff should exercise the judgement, which a responsible parent/carer
would exercise. If in doubt about a safety issue, speak to the Management Team.
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Procedures

Building Safety:

Any defect to the building, fitments or equipment, which is potentially dangerous,
must be reported to the Management Team immediately. This will then be reported
to the Site Manager for immediate action to be taken. The item or defect will be
taken out of use until the Management Team are satisfied that it is in a safe
condition.

Refer to steps 1, 4, 5 and 6 of Risk Assessment Procedures for further information.

Insurance cover:

The Nursery is located on the site of a Primary School (Trinity) and is consequently
covered by the ‘Service Level Agreement for Schools’ in that cover extends to the
Nursery in respect of both property and liability for 52 weeks per year, including
evenings and weekends.

Accidents:

All accidents must be entered onto an Accident form and relevant accident reporting
forms completed and parent/carer signed and copies given. Managers in the
Nursery and room supervisors must countersign all accidents within the Nursery.
Staff must notify the Management Team immediately and calmly of any accident in
the Nursery involving children, staff or parents/carers. All identified hazards must be
dealt with immediately, including the provision of any necessary training.

All staff on duty are responsible for ensuring the safety of children at all times.

Minor Accidents

These should be dealt with a member of staff. The parent/carer should be informed
when collecting the child verbally and given a relevant accident form to sign. All
minor head injuries must be reported to the Management Team for advice. Head
injuries need an accident form as well as a bump on the head form, which contains
advice to parents/carers regarding seeking medical treatment.

Any member of staff should inform the Management Team if they consider a minor
accident to have become more serious during the day

More Serious Accidents
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These should be treated and assessed by a member of staff with a current first aid
certificate.

Any cause for concern should be referred to the Management Team immediately.
Parents/Carers should be informed as soon as possible (emergency contact numbers
need to be kept up to date by Manager. Details of the accident should be entered
on an accident form. An additional form will be required to be completed for more
details of the accident. A more detailed accident form will be completed by Nursery
Manager and posted to the Health and Safety Unit.

In the event of a serious accident a member of the Management/senior team will
call for an ambulance using the 112 or 999 service.

Another member of staff will call parents/carers to inform them of the situation.
Staff will offer to go in the ambulance with the child and parent.

Following any accident, the Management Team will review procedures and events
leading up to the accident. The Management Team will consider whether this type
of accident could be avoided in the future and change centre practice accordingly to
avoid the hazard (part of the risk assessment process).

First Aid:
The contents of the First Aid Boxes should be checked and replenished regularly.
Staff should not apply any contents of the First Aid boxes to the children without

consulting the Management Team.

DISPOSABLE GLOVES MUST BE USED WHEN DEALING WITH ANY SITUATION WHICH
INVOLVES POSSIBLE CONTACT WITH BODY FLUID.

Staff must wear protective gloves when taking blood levels for diabetic children.

Sick/Injured Children:

Children may become sick or injured during the course of the day. A member of the
management team will take the decision to send a sick/injured child home. (See
Sickness and Medicine policies)
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Medication:

Any prescribed medication, which has been given to the Management Team must be
kept in the office and administered by a member of the Management/Senior Team
and witnessed by a member of staff.

Parent/Carers will be requested to complete a medication form before their child
receives medication at the Nursery.

Children suffering from asthma will be requested to bring inhalers and spacers
(‘volumisers’) into the Nursery — these must be kept in the nursery office. Each
inhaler should be clearly marked with the child’s dosage. All parent/carers will be
requested to complete a medication form before their child receives the asthma
dosage at the nursery and all details must be written onto the Health Care Plan if it is
not given on a daily basis, but only when required. Qualified First Aiders will be
briefed by the Management Team of any children receiving medication in the
nursery. (See the Medication policy)

Fire Procedure:

The general fire procedure is displayed next to all fire alarm points and fire
extinguishers around the Nursery. Staff should ensure that they are familiar with the
procedure, the fire exits and the position of fire points and fire extinguishers around
the Nursery.

Staff should evacuate all children through the school gate and onto The Trinity
Catholic Academy school playground. They will line up at designated spot for Trinity
Tots

Staff should make sure that they never block a fire exit or lock it when
children/staff are in the room. A fire drill will take place regularly and the
outcomes, including any problems, will be recorded in the fire book. All information
about fire safety is kept in the office. The equipment is inspected on an annual basis
— the last date of inspection will be on the side of the fire extinguishers.

All staff and visitors are requested to sign in and out of the building (this includes
times when staff leave the premises at lunchtimes). This will ensure that the staff
team at the centre are fully aware of who is on the premises in the event of a fire.
The signing in sheets / register are located in the centre’s office / reception.

On discovery or suspicion of a fire:

Raise the alarm — use the nearest fire call point.
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On hearing the alarm:

Evacuate the Nursery using the nearest available exit without delay.

Procedure for staff — the staff take the children out of the building in single file,
babies are placed in evacuation cot and exits through the nearest fire exit. The
Manager/Deputy check the toilets etc., closes the doors and windows and follows
the children to the assembly point with the register. Do not stop to collect personal
belongings.

Report to the assembly point — Yellow number 1 (school grounds)

In the event of any building work being carried out, a new assembly point will be
advised to all staff.

Nursery Manager or a member of the Management Team will undertake a roll call.

Do not re-enter the building until advised to do so by the Senior Fire Brigade
Officer or the Head teacher.

Security:

It is important for everyone to be aware of the need for vigilance and security. The
following procedures must be followed by all staff: All staff should make themselves
aware of where the room alarms are placed.

Centre Building Access:

In order to improve safety for everyone in the centre, measures have been taken to
restrict access into the centre sites. If the visitor is not known to the Reception staff,
they will be asked through an intercom system who they are and who they are here
to see.

All visitors must report to the receptionist and sign the visitor's book where they will
be issued with a visitor's badge. All visitors must sign out when leaving the building.

Regular visitors to the nursery i.e. college tutors will be asked to complete a
screening document and on the first visit will be asked to bring an up to date
Enhanced DBS check unless their organisation is a member of the LCSB.

The staff team will have the codes for the doors. Under no circumstances should
details be divulged to parents/carers or friends.
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All children must be signed in/out by staff on arrival/departure at nursery. This is an
essential requirement. The register should accurately reflect the children in the
nursery at all times.

No child can be collected from the Nursery by children under the age of 16 years.

Any adult that comes to collect a child from the Nursery without parent/carer
permission must be referred to the Management Team.

Please report any suspicious visitors or vehicles to the Management Team.

All visitors are requested to sign in the signing in book at the office for security and
fire safety reasons.

Do not bring valuable personal belongings or large amounts of money to the centre
if possible. Trinity Tots cannot accept responsibility for the loss or theft of such
items. Any theft of personal items must be reported to the Management Team
immediately.

All valuable equipment e.g. digital camera, cameras, computers, television, should
be locked away at the end of the day in the security facilities.

Smoking:

In keeping with the Local Authority directive, the Nursery has adopted a policy which
does not permit smoking inside the Nursery or in the Nursery grounds by any
member of staff, parent/carer and visitor to the Nursery.

If Nursery staff smoke on their allocated lunch break they must be smoke free for at
least 30 minutes before coming into contact with children.

(See No Smoking policy)

Alcohol and drugs:

Trinity Tots is committed to protect children, parents and staff from the negative
effects of drugs and alcohol. We are committed to ensuring the highest physical,
mental and social wellbeing of all staff. All staff working with the public and
particularly with children, must present themselves in such a way as to inspire
confidence, including being completely free from the effects of drugs and alcohol at
all times during work hours.
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The Manger/s will address all suspected or actual ‘problem drinking’ and ‘drug
taking’ incidents with a view to providing positive support, including referral to
Occupational Health. The disciplinary procedure will come into play where there are
any concerns about safety or the member of staff refuses to co-operate in dealing
with an identified problem.

Drink and unlawful drugs are not allowed on the premises at any time.

Sharp Safe:

The staff team are reminded that if they come across discarded hypodermic syringes
during the course of their duties they should not touch them. They should report
the incident immediately to the Management Team who will arrange for the syringes
to be removed by contacting Environmental Health.

Infectious Diseases:

The following have been highlighted by the local authority Health and Safety Unit as
Infectious Diseases. Please notify the Management Team if parents inform you that
their child or members of their family have:

Food poisoning, dysentery, hepatitis A/B/C, meningitis, tuberculosis, diphtheria,
polio, or any other large outbreak of disease.

The Management Team will inform the Health and Safety.

Nursery must inform Ofsted.

All members of the staff team are also reminded to use appropriate protection
(gloves/aprons) when in contact with children’s blood/body

fluids).

Covid 19

See Covid 19 Policy

Control of Legionella:

The water tanks and other places where water may collect are tested annually.

Hygiene:
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Staff should ensure that they maintain high standards of personal hygiene. Hand-
dryers are available in the staff toilet. Children should be shown how to use the
toilet and hand wash in a hygienic manner — the set up in the centre will probably be
new to some children. Individual flannels should be placed in the laundry bin.
Children who have wet or have soiled themselves should be changed in the privacy
of the toilet area. Such situations need to be handled discreetly. After use, children
should be advised to wash their hands. Additional hand tissues and toilet rolls are
kept in the cleaning cupboard. The toilet rolls should be refilled daily. If this fails to
happen, please inform the Management Team.

Use of cleaning fluids:

Cleaning fluids are to be kept out of reach in the nappy changing room. In the case
of an infectious disease outbreak in the room, the cleaning service would be asked to
disinfect all areas in conjunction with Environmental Health.

Staff are however, asked to keep rooms and toilets clean. The following colours of
mops/mop buckets and cloths are followed throughout the centre for health and
safety purposes.

Red mops/red mob buckets - toilets only

Yellow mops — general/water

Red or yellow or green and white cloths — paint areas

Blue and white striped cloths — food areas

Yellow dusters — for general surface areas in the rooms. No polish is to be used in
the rooms.

Water control is in conjunction with school policy.

Health and Safety Training:

Training will be provided where necessary to ensure that employees understand
their responsibilities under the requirements of the Health and Safety at Work Act
1974 and are able to carry out their duties in a safe and proper manner.

Equipment:

Electrical equipment will be tested regularly in accordance with Liverpool Authority
policy. Plugs and leads will be visually checked regularly.

Any electrical equipment used outside must be attached to the electric supply
through an RCD, and any lead should be covered by mats or tape to allow safe
passage over the wire.
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Electrical sockets should be switched off before a plug is removed.

Fire fighting equipment and alarm systems are maintained via annual contract.
(Celtic and Focus)

Hazardous substances, such as glazes, cleaning materials, etc., are kept locked in
appropriate storage areas.

Clothing:

If a uniform is provided this should be worn at all times. Footwear should be low
heeled and secure at the ankle.

Jewellery: The wearing of jewellery is to be kept to minimum
Vehicles

Parents collecting children who are injured or unwell should park off site as normal.
Staff cars should be parked in the car park. Other areas should remain clear.
Wherever possible deliveries should be made once the children are safely in the
building. Other trade vehicles should park safely and not block doorways or disabled
parking or delivery areas.

Risk assessment:

We recognise that risk factors can change and depend on a wide variety of
interchangeable factors, including the weather conditions, changes to the layout of
the building, type of trip. The staff team undertake risk assessments for:

e All activities (including trips)
e The building and equipment
e Monitoring of children outdoors

Personal safety:

All employees have the right to be safe at work and to be protected from violence,
theft/damage to their belongings. Violence at work is a growing phenomenon and
Trinity Tots is committed to take the necessary actions to minimise risk in this area
including:
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Violence at work:

Acts of violence against children, parents, staff and members of the public are totally
unacceptable. This includes verbal and physical abuse and acts of racial or sexual
harassment. Threats to staff will not be tolerated under any circumstances.

Lone Working:

Policies and procedures apply to all staff working in and outside the Nursery in the
course of their duties.

Staff should never work alone in the building during opening hours (7.30 am to
6pm).

Use of VDU equipment:

All staff that use display screen equipment are subject to a risk assessment carried
out by their line manager. This may involve having an eye test with Occupational
Health.

Stress management:

Trinity Tots recognises the negative impact that stress in the workplace can cause
and takes every possible precaution to minimise stress. We recognise that the nature
of the job (working with vulnerable families, often during times of crisis) can itself be
stressful and make sure that the staff team have the support they need to stay well.
This takes the form of:

e C(Clearly defined duties and responsibilities.

e C(learly defined targets and objectives.

e High quality training.

e Regular one to one supervision and support.

e Opportunities to let off steam.

e A supportive management structure.

e Referral to Occupational Health /other appropriate services as necessary.
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