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SAFETY AND EMERGENCY POLICY & PROCEDURES:

Fire Evacuation
Our emergency fire drill is practised at least once each half term to ensure that all the children, staff and as many parents / volunteers as possible, are familiar with the procedure.  
A record of the drill is made in the appropriate book showing:-
· Date and time of drill

· How long it took

· The number of children and adults present

· Whether there were any problems that delayed evacuation

· Any further action needed to improve evacuation
Emergency procedure:-
· When the alarm sounds the supervisor will ensure they have the register, pre-school mobile phone, visitors book and keys.  The children go to the Supervisor, and will then be taken outside to the assembly point, which is the concrete post at the front of the playing field near the bench.
· Children who are outside at the time of the alarm will follow the staff member to the end of the shed alongside the Village Hall building.  The staff member will unlock the gate and take the children to the assembly point.  
· The pre-school Supervisor or Deputy will nominate a member of staff to ensure the hall is fully evacuated.  This staff member will be responsible for bringing the First Aid box and Visitor’s book to the assembly point once the building has been checked.    
· The register will be called outside to ensure all pre-school children, extra children, parent helpers, visitors and staff is accounted for.  
· The Supervisor or an allocated member of staff will endeavour to contact the emergency services via the mobile telephone.  Failing that, the nearest public telephone box on Chapel Road.  
· In the event of a real fire, parents will be contacted using the pre-school mobile phone, once the building has been evacuated and everyone is safe and outside by the assembly point.  
· Children will remain with staff in the enclosed field at the rear of the building until collected by their parents.

Unknown Fire Drill

A picture of a fire will be placed somewhere visible for the children or staff to discover. On seeing the picture children or staff will notify the supervisor who will sound a whistle and tell everyone which door to evacuate through.

All staff will follow the emergency procedure to evacuate safely.
In addition to the above we ensure:-
· All fire doors are clearly marked and never obstructed 

· The emergency evacuation procedure is clearly displayed and is explained to new members of staff, volunteers, parent helpers etc. 

· Records are kept of servicing of fire equipment. 

· The Management Committee complete a Fire Risk Assessment annually.
Fire Extinguishers:

Fire extinguishers are checked annually (arranged by the Village Hall Committee) and records kept of servicing.  
Emergency procedure for getting inside the building when outside:

In addition to the Emergency procedure for evacuating the building, there is a procedure for getting children and adults quickly indoors from the outside area in case of a threat of danger i.e. stray dog or stranger.  
The signal is a loud whistle.  On hearing the sound:-
· Children and adults walk quickly inside through the back door;

· A member of staff will be the last person to enter back into the building, checking that no children remain outside prior to locking the back door behind them.  

· Children and adults assemble on the story carpet where the register is called to account for everyone. 

· A record is made in the Emergency Procedure Folder and is signed and dated.
Attendance and Departure Recording: 

We record the time each member of staff and each child arrives in the morning in the register.  
The number of children and adults, along with the date is written on a small whiteborad that hangs on the wall near the kitchen so that the number of attendees in the building is available at a glance.  This board is not removed until the children have been marked out at the end of the session, and have left the building.  
In addition to this, extra children, parent helpers and visitors are recorded in the Visitors Book.  
To ensure that all children leave the hall accompanied by an adult, the children are marked out of the register as they leave along with a note of the time.  
A staff member will be at the door during arrivals and departures. 
Security of Front Door:

The door from the hall is kept locked by a bolt for the duration of the session.  The bolt is at the top of the door, out of the reach of the children.  The door to the meeting room with access onto the Hall remains locked during the pre-school session. the front door is fitted with a spy hole to ensure safety when answering the door.
Visitors:

Visitors must knock firmly on the door to draw attention to themselves.  No unfamiliar person is admitted to the hall without first providing identification. All visitors will be asked to sign in the visitors book and to place their mobile phones and photographic equipment into a safely locked tin.
Delayed collection of child / children:

If for any reason, a parent is going to be late collecting their child, they should telephone the staff using the mobile number.  
A ‘late pick-up fee’ is charged to parents if this occurs on more than one occasion:-
If  a child has not been collected by 1 p.m. and parents late arrival has not been previously

noted; 
And  it has not been possible to make contact with any of the numbers on a child’s

emergency contact list - we will apply our Child Protection Policy and Social Services will be 

informed. 

(Please refer to the Admissions Policy, Fee’s section, for further details).
Collection of child / children:

If someone other than the parent is to collect a child from our pre-school, the staff must be informed prior to the occasion.  
If that person is not already nominated on the child’s permission form the parent, and the person collecting,  will be asked to sign a ‘one-off’ collection book.
Outdoor Play Area:

Our outdoor play area is securely fenced.  This area is checked daily by a staff member prior to the children being allowed out to play, to ensure it is safe and secure for them to do so. Both gates to the patio areas are padlocked during the whole pre-school session. 
Children do not have unsupervised access to the outside area and activities for energetic play without constant supervision.   
Missing child / children:
In the event that a child is lost, two members of staff will remain in the building to supervise the children. 
Two members of staff will search the building and perimeter of the premises (playing field /car park). 
If the child is not found at this time the parent/carer will be contacted and advised of the situation and the police will be called. 
This policy applies also on visits when parent / carers are not accompanying their child. 
A record in the Pre-schools Incident book would be made and Ofsted informed.  
Kitchen area:

Children do not have unsupervised access to our kitchen. The barrier is secured for the whole of the session.  Activities such as cooking are carried out in the main hall and receive constant supervision.
Equipment and Activities:

Equipment is checked regularly and any dangerous items are repaired, replaced or discarded.  Large equipment is always erected with care and has appropriate safety mats are used.
Staff are to ensure that the computer is securely locked at the end of each session.
The layout and space ratios allow children and adults to move safely and freely between activities.
Cleaning Materials:

Dangerous cleaning materials are stored in a locked cupboard, in the ladies toilet, in accordance with the Control of Substances Hazardous to Health Regulations 2002 (COSHH).  
Cleaning materials are used by the caretaker of the Village Hall when the pre-school is closed.  
Medicines are stored in the kitchen area out of reach of children.  

Hot Beverages:

Adults do not walk about with hot drinks or place hot drinks within reach of the children.  Hot drinks are only to be drunk behind the counter and barrier within the Kitchen.
Smoking:

There is a NO SMOKING policy in force on the premises.  All parents, visitors and staff are required to comply.  We do not wish to encourage children to smoke, or to think that it is a healthy practice.  
Smoking is NOT permitted during the hours that the pre-school is in operation for staff, visitors or helpers.  
We encourage no smoking close to the building, front entrance or within the fenced patio area of the grounds.  
Cigarette buts must not be thrown to the ground and must be disposed of appropriately. 
Pre-school Outings:

Hainford Pre-school Learning Alliance aims to provide occasional outings and events in a safe, well planned and organised manner, which provides opportunities for children to learn through play.  On outings the adult: child ratio will be at least one adult to two children and, if a small group goes out, there will be sufficient adults to maintain appropriate ratios for staff and children remaining on the premises. An outings risk assessment form will be completed and First Aid Officer will be present on all outings. 

The checklist for all outings is two mobile phones on different networks, register, parent/carers contact details and First Aid box. Pre-school staff will take a photograph of all children attending the trip/outing.

Pre-school trips will be organised with Keyperson groups and times for activities and lunch will be organised by staff.
Securing the premises at the end of each session:

The premises are checked before locking up at the end of the session and the alarm is set. 
R.I.D.D.O.R. 1995 - (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations)
RIDDOR '95 requires the reporting of work-related accidents, diseases and dangerous occurrences.  Tel. 0845 3009923.
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