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                     Health and Safety

Policy for School Age Holiday Club Children

Provision of a healthy and safe environment is essential to the well being of children and adults. 

PREMISES

The Manager and all staff should be familiar with safety requirements as outlined below and ensure that it is adhered to at all times. All record details and outing permission request forms should have been given to the club manager before the children start at the Holiday Club.

Only Children attending Reception class and above at the time they join the club will be allowed upstairs as for the safety of small children is paramount and there are small pieces of equipment in the rooms upstairs for the older children. Doors to the outside of the premises are to be kept locked all times, apart from arrival or departure of parents. Bolts and catches should be regularly checked to ensure that they are working correctly.

Children should not be able to gain access to an area of the Pre School where workers cannot easily see them. As a means of fostering independence skills children are sometimes encouraged to toilet themselves but key workers and the other holiday club staff should be aware of where the children are and occasionally check the children's toilet area to ensure that there are no children requiring assistance. Children should not be allowed into the kitchen area unsupervised and all dangerous equipment and substances should be inaccessible to children i.e. knives, cleaning products etc..

The outdoor play area should be well maintained and free of rubbish, glass, poisonous plants or any other item that could endanger the health of a child. The holiday club should provide somewhere safe for adults to store personal items away from the children. In particular, it is essential that handbags are stored securely out of children's way as they often contain medicines, matches, lighters or other small items, which a child could easily swallow or choke on. Staff needs to ensure that any medicines they bring with them to the holiday club are stored in a safe place and that any headache tablets etc. are not carried around in their pockets.

One of the major factors contributing to accidents is a lack of tidiness. All toys and equipment not in use should be put away so that the holiday club rooms do not become too cluttered. Litter and spillages should be safely cleaned on a regular basis.

Planning should ensure that the way activities are placed in relation to one another does not lead to safety risks. Layout should be reviewed if necessary, particularly if regular inspection of the Accident Book reveals a recurring problem.

Floor coverings not attached to the floor should have non-slip fixtures.

The holiday club supervisor must ensure that all staff wear shoes suitable for working safely.

Power points within children's reach must be fitted with child resistant covers (except when in use).

All cleaning products and disinfectants should be kept in their original containers with the contents clearly labelled. These materials should be stored well out of the children's reach.

TOYS AND EQUIPMENT

Staff must be conscious of the fact that this is a shared building with pre school age children and staff. Therefore, if you need to use equipment from the Pre school please ask the relevant staff whether it is in use or not and put the equipment back when you have finished with it, also notifying staff of the fact.
Toys should be bought from reputable dealers and checked that they are sturdy and well put together. Warnings and safety messages should be read and staff should ensure that play activities and equipment are used only by children of an appropriate age or stage of development. Staff responsible for the purchasing of children's play equipment should ensure that they are well made and constructed from non-toxic materials. The equipment should be checked regularly and damaged items should either be repaired or thrown away. Second hand toys should be carefully examined and assessed for safety before given to children for play. Care should be taken when accepting home made toys and they should be checked for safety; i.e. non toxic paint, nails sticking out, loose parts etc.

Toys and equipment should be washed regularly. This is especially important when children with an infectious illness have been playing with a toy. Children can help with this activity i.e. set up water play activities so that the washing of dolls, dolls clothes, home corner props, Lego pieces etc. can be incorporated into the play. Particular care should be taken to keep hats; head coverings and hairbrushes clean in order to help prevent the spread of head lice.
Ensure that all equipment and furniture is installed correctly and maintained adequately. Children and adults must know how to use the equipment correctly and follow the manufacturer’s instructions. If necessary, the number of children taking part in an activity at a particular time should be limited 

Equipment used in the outdoor area should be checked regularly for safety and suitability.

Ensure that large or heavy equipment is moved and/or lifted carefully. Holiday Club workers are at risk of damaging their backs or pulling muscles by trying to move something that is too heavy for one individual and equipment that is moved inappropriately is likely to become damaged or weakened.

It is essential that impact absorbing mats or surfaces be used beneath equipment from which children might fall such as climbing, balancing and agility equipment and slides. It is important to ensure that there is sufficient surfacing to cover all areas where children might fall. Domestic equipment such as kettles or toasters should not be used in the children's play area. A child may be seriously scalded by water from a kettle for up to half an hour from the time of boiling. Staff may consume hot drinks but only away from the children. The above procedure should ensure that there is no danger of a hot drink accidentally spilling over and burning a child.

PREVENTION OF ILLNESS AND FIRST AID

The building and all its equipment must be maintained in a clean and healthy manner to prevent illness and the spread of disease. Heating and ventilation systems should enable comfortable temperatures to be maintained. Awareness of how illness spreads and using cleanliness to control its transmission should be the basis of prevention. Adequate ventilation is important to disperse bacteria or viruses transmitted through sneezing or coughing. Windows that can be opened to let in fresh air into the premises are desirable.

To prevent the spread of infection, adults in the play setting should ensure that the following practices are adhered to:

1. Washing up done thoroughly in hot water with detergent using rubber gloves routinely. 

2. Cups/beakers covered with a clean cloth and where possible air-dried. 

3. Drying up cloths replaced every day with clean ones.

Different cleaning cloths should be used for kitchen and toilet areas and separate cloths for the floor. All washed/disinfected or renewed regularly.

Hands washed before and after handling food.

Staff involved with the handling of food at the premises should have successfully completed a Food Hygiene Course.

The Environmental Health Officer must be contacted about suspected food related outbreaks. 

Food handlers must inform the Holiday Club and Centre Manager at once if they or any of their immediate family is suffering from diarrhea and/or vomiting and they should not prepare meals until given medical clearance.
 Staff must also inform the Centre Manager if they are suffering from septic cuts or sores, boils, whitlows and any discharge from the eye, ear or nose. This is essential to prevent the spread of infection to the children...
The kitchen should have:

· Refuse bins with fitted lids

· Children and adults must wash their hands after using the toilet –

· Cuts or open sores of both children and adults need to be covered with a waterproof plaster or other dressing which adequately covers the break. 

·  Staff should be "skin care conscious" at all times and staff who have an eczema condition affecting their hands must always wear gloves.
Good hygiene practice is vital in the prevention of transmission of many infections. Spillages of blood/body fluids must be cleaned up promptly with hot soapy water (too hot to put a hand in) on carpets and fabrics. Disposable gloves must be used when dressing cuts and wounds and cleaning up spills of blood. Disposable cloths/paper towels should be used for clearing such spillages. If someone gets blood on them it should be washed off with soapy water as soon as possible. If blood is splashed on the face or in the eyes it should be rinsed off well with running water. If there is a biting or scratching incident where the skin is broken, the injured area should be washed thoroughly with warm soapy water and covered with a plaster.
 Check to make sure the injured person is immunised against tetanus.

A large box of tissues or toilet roll available and children encouraged to blow and wipe their noses when necessary. Soiled tissues should be disposed of hygienically.

Children should be encouraged to shield their mouths when coughing.

Polythene bags should be available in which to wrap soiled garments. Parents/carers should need to supply non-plastic bags in which to store their child's personal belongings on his/her coat peg.

Staff should be aware of exclusion periods of common infectious diseases i.e. chicken pox, conjunctivitis, head lice etc. Parents/carers need to be told of any common infectious illnesses going around the centre so that they can be aware of any signs/symptoms in their own child. A poster giving parents/carers information about the illness should be posted in a place or places where it is easy for parents to note. The poster should be displayed for a reasonable amount of time to ensure that all parents/carers (i.e. those parents/carers who use few sessions a week or use the centre on a drop in basis) are informed. The poster displayed for the parents/carers should name the illness, list common signs and symptoms of the illness, and inform them of the exclusion period.

Staff should be alerted to child health. Individual medical problems must be reported to parents/carers and other staff and records kept of these.

Care must be taken to ensure that children are not over exposed to the harmful effects of the sun. Children playing outside may therefore need protection (i.e. sun hats and sun block creams). Arrangements for ensuring this need to be made in partnership with the parents/carers.
At least one member of staff on the premises should be trained in first aid and all staff should know the procedures for dealing with minor accidents and illnesses. First Aid boxes are available within each playroom and the kitchen and are easily available to all adults but beyond the reach of children. Contents of the first aid boxes should be checked regularly by a designated First Aider and items should be replaced as necessary.

It is normally considered that children needing to take medication are not fit enough to attend the club. Our policy states that only medicines which are needed for chronic conditions such as asthma, epilepsy, eczema etc. will be administered by a staff following written authorisation by a parent. A written record of all medication administered will be kept giving date, time, name of child, and dosage given. Medicines administered must have a prescription label with a date, name of child, time to be given and dosage and be stored in the original container. Required. The instruction "store in as cool place" does not mean the refrigerator. Any unused medicines should be returned to the parent /carer for disposal. Any medicines stored at the club for use with children with a chronic condition must be kept well out of reach of the children.

Accidents

All minor accidents involving children at the premises should be recorded in the club Accident File and reported to the parent/carer, in writing, on the day that the accident occurred. Parents/carers should then sign as confirmation that they have been informed of the accident. All serious accidents/incidents must be reported using an Accident/Incident Report Form. It is important that all incidents are reported so that they can be properly investigated and action taken to prevent a reoccurrence. 
All accidents/incidents to children and adults must be recorded detailing:

Date, time and place
Name of injured person

Circumstances of accident/incident

Nature of injury sustained

Action taken and by whom

Confirmation of notification to parents

Infectious disease control must be notified of any infectious disease that a qualified medical practitioner considers notifiable.

Accident/incident records relating to any incident in which a child has received an injury should be kept by the holiday club for their own protection until there is no risk of claim against the registered provider and/or their insurance. Claims for personal injures can be brought within three years of the incident occurring by the parents and/or by the child itself within three years after he/she reaches 18 years of age.

Caring for Sick Children

If a child becomes unwell at the holiday club, his/her parent/carer must be contacted and the child given extra care and attention in a quiet place. 

Should a serious accident/illness requiring urgent medical attention occur, staff must operate the following procedure:
One person to stay with the injured child.

One person to telephone for an ambulance and the child's parent(s);it may be appropriate to transport the child direct to hospital.

At least one person, preferably more, to take care of the other children.

If the ambulance arrives before the child's parent(s) the helper who has been looking after the child should accompany him/her in the ambulance. She/he must take the child's Health Information Form with them (stored in the child's file).

FIRE PREVENTION

Staff must be aware of the role they play in fire prevention and be prepared to observe the following practices.

Check that any heating system is properly maintained - portable heaters must not be used other than in an emergency. 
Check all plugs and leads regularly.

All soft furnishings should be fire retardant.

All heaters should be well guarded and paper or material should not be placed near enough to catch fire.

. Cloths or towels should not be left to dry around a cooker.

Fire exits and other doors should be free of obstructions on both sides.

Fire extinguishers should be checked annually and the date of inspection recorded. Staff should know where the fire extinguishers are kept and how to use them.

Fire drills should be held on a regular basis. The fire drills are organised and recorded by the holiday club and a copy of results of the fire drill are kept at the premises. All students and regular volunteers should be advised what to do in case of a fire or other emergency.

Staff responsibility with regard to fire and emergency should include each staff member knowing what they need to do in the event of a fire to safely evacuate the children and themselves. A plan for an escape route and the attendance register must be up to date so that everyone can safely be accounted for at the meeting point of safety. The attendance record must be taken by the person in charge when the building is evacuated.

Clearly written instructions for fire drills and how to summon the fire brigade must be posted in a conspicuous place in the setting
The designated people who have responsibility for dealing with Fire prevention are the Centre manager and Holiday Club Manager.
STAFFING - RATIOS AND WORKING PATTERNS

When there are children on the premises there should always be at least two workers present although not necessary both in the rooms used at the same time as all staff have had police checks and are registered with the relevant authority.. It is essential that the staffing ratios as set out this are 1 adult to 8 children of school age although this is not a legal requirement. It is acknowledged that during staff lunch hours there will be less staff available to care for the children and this is likely to affect the kind of activities on offer during this time period. It is therefore important that the staff Rota and the daily schedule is planned with safety in mind and that steps are taken to maximize staffing potential. For example volunteers who have had police checks can offer assistance and act as an extra pair of hands during the lunch periods. As part of the health and safety requirements children from the holiday club will have to eat either weather permitting outside or in the pre school hall with the pre school age children
SUPERVISION

The level of supervision can and should vary according to the activities the child is carrying out.

General Supervision through Observation
Children at play should be visible at all times. Children who are having a quiet chill out time should be within earshot of staff that check them at regular intervals.

Close Supervision through Being At Hand
Staff should remain in close proximity whilst children are taking part in activities.

Constant Supervision through Direct Contact
Staff should be involved with a child carrying out risky activities i.e. cooking, woodwork etc.

Staff must agree in advance on what level of supervision is needed for a particular activity so that there is a consistent approach within the holiday club. Children should be allowed to engage in higher risk activities but only when a worker is available to devote themselves to constant supervision.

CHILDREN MUST NEVER BE LEFT ALONE WHEN PLAYING WITH WATER OR WHEN EATING.
ARRIVALS AND DEPARTURES

Please be prompt when dropping off or picking up your child as we have strict adult/child ratios .If you are late in dropping/picking up your child on a frequent basis then your child will be refused a place at the club –no refund of fees will be given. 
The club operates a controlled entry system it is important that parents/carers "hand over" their child to a member of staff when they arrive to the holiday club for their session. The child's name should then be ticked off the register for safety reasons. Staff must be informed in advance if someone other than the parent/carer will be collecting the child from the holiday club. Staff should refuse to hand over the child should an unknown adult come to collect the child regardless of those persons' claims. Staff should inform the person of the holiday club policy regarding the collection of children so that the reason for refusal to hand over the child is understood. Every effort to contact the parent should then be made in order to report the incident.

If staff believe that the child could be in danger or where the collecting adult does not have "parental responsibility”, or is unknown to the childcare staff then the police should be informed immediately. 

If a parent/carer fails to collect their child from the holiday club, every attempt should be made to locate them. If this is unsuccessful, staff should contact the parent/carers "emergency contact number" to arrange for the child's collection. 

OUTSIDE PLAY 

· Children will be counted in and out at playtime. 
· One member of staff watches the barriers/gates at all times and at least one other member of staff will assist outside thus ensuring safety at all times. 
· At no time a child will be left unattended outside. 
OUTINGS

· A risk assessment is to be carried out before an outing takes place.

· If travelling by car the correct insurance is required by each driver and the correct restraint for his/her age. 

· A register and first aid kit will bought on the outing and supervisor is responsible in ensuring all the children can be accounted for by allocating each child to a key worker .

· Parental consent for all outings will be obtained prior to their child’s first session at the Holiday Club. At least two members of staff will be present with the children at all times.

· A mobile phone will be carried on all outings along with contact numbers for parents and spare clothes, nappies and drinks.

