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Policy 

The policy is in 3 sections: 

Section A is the general declaration based on the group’s obligations under the Health and 
Safety at Work etc Act 1974.   It also includes who is responsible for ensuring the 
obligations are met.   Employees have responsibilities under the law to take care of the 
health and safety of themselves and others, and to co-operate with the employer in doing 
that. 

Section B and C specify details of arrangements and hazards that apply to the group.   
Section B deals with certain general arrangements and Section C deals with particular 
hazards, which apply to the group. 

Copies of the Health and Safety Policy and Risk Assessment will be kept by the 
Committee, on the noticeboard and in the Policy folder. 

Section A 
The group firmly believes that the adequate provision for health and safety is essential to 
working life. The maintenance of healthy and safe working conditions and the prevention 
of harm through injury are in the best interests of our employees and their families, and 
our service users, as well as being vitally important to the group’s efficiency and success. 

In recognition of this the group will 
• Provide and maintain safe and healthy working conditions, equipment and systems of 

work for all its employees, and will provide up to date information about health and 
safety issues at work. 

• Accept its responsibility for the health and safety of service users and other 
people who may be affected by its activities. The group recognises that it could be 
liable for any actions which affect safety on its premises. 

• Ensure that all employees know and understand their responsibility to co-operate in 
achieving a healthy and safe workplace and to take reasonable care of themselves 
and others. 

• Ensure that all employees have a working knowledge of this policy and are fully 
aware of their responsibility for safety and of the safety rules which are relevant 
to their own jobs. 

• Provide relevant training in health and safety matters to designated staff. All other 
employees will receive the training necessary to ensure that they are able to do 
their job safely. 

• Identify potential hazards and risks.  
• The group will introduce, as far as is reasonably practicable, measures to manage 

risk and potential hazards. 
• Take account of the health and safety risks to women who are pregnant, women who 

are breastfeeding and women who have given birth in the last 6 months. 



• Recognise its duty to inform new employees, service users and visitors to the group 
of its health and safety procedures to ensure that they are able to comply fully and 
to minimise the risk of breaches in its Health and Safety Policy and procedures. 

• Keep this policy up-to-date, particularly if the group changes in nature, size and 
location. To ensure this, the policy and the way in which it has operated will be 
reviewed by the committee. 

Responsibilities 
Our policy is to provide and maintain healthy working conditions, equipment and systems of 
work for all our employees, and to provide such information and training as needed for this 
purpose.   We also accept our responsibility for the health and safety of service users and 
other people who may be affected by the group’s activities. 

The allocation of duties for safety matters and the particular arrangements which the 
group will make to implement the policy are set out below. 

The Committee has overall and final responsibility for health and safety in the group and 
for this policy being carried out at the premises being used by the group and all activities 
of the group. 

All employees have a responsibility to co-operate in achieving a healthy and safe workplace 
and to take reasonable care of themselves and others. They are expected to: 

• Make sure that they use proper methods for lifting and handling of children and 
equipment, as detailed in HSE guidance, for example, keeping the back straight, not 
lifting heavy equipment on their own, asking someone to help. 

• Follow best practice procedures detailed in the group’s Infection Control Policy in 
relation to 
o Storage, preparation and handling of food. 
o Disposal of hazardous substances, including body fluids. 
o Keep the setting and equipment clean and tidy. 
o Handwashing. 

• Report any injury, however slight, to employees, service users, visitors, etc. 
• Report hazards. 
• Keep all fire exits clear and follow procedures if a fire incident occurs. 
• Store hazardous substances safely (COSHH). 

Whenever an employee notices a health or safety problem which they are not able to put 
right, they must report the matter immediately to the appropriate person, usually the 
Chairperson and/or the Caretaker at the Community Centre. 

Section B 
General Arrangements 
Accidents 



A qualified first aider who will deal with any injury requiring treatment. Staff will maintain 
a clearly marked, accessible workplace compliant first aid kit.   The first aid kit will be 
replenished regularly. The group will comply with the requirements of Reporting of 
Injuries Diseases & Dangerous Occurrences Regulations (RIDDOR) 1995. 

The trained first aiders are Jane Bain and Pam Lightbody. A trained first aider will be 
available at all times. 
The first aid box is located in  the main store cupboard. 
The person responsible for reporting incidents to the Incident Contact Centre is a First 
Aider. All accidents to any child or adult will be recorded in duplicate, and for a child one 
copy will be given to the child’s parent/carer. The current accident record book is in the 
Playgroup cupboard. All accident records will be kept for a 5 year period. 

Dealing with Body Fluids 
The Group has an Infection Control Policy which covers dealing with Body Fluids. 

Administration of Medication 
The Group has a separate Administration of Medication policy. 

RIDDOR: Any work related accident resulting in staff or volunteers being off work for 3 
days or more, or in a death; someone being taken to hospital; a fracture (except finger, 
thumb or toe) etc must be reported within 10 days by telephone, via internet, email, fax or 
through post to the Incident Contact Centre. There is no need to make other reports to 
the local Health & Safety Executive or local authority. The ICC will forward the report to 
the correct enforcing authority. Contact: The ICC, Caerphilly Business Park, Caerphilly 
CF83 3GG, Tel 0845 300 9923; email riddor@natbrit.com www.riddor.gov.uk. ‘Reportable’ 
accidents are as detailed on RIDDOR form F2508, from SPPA Centre and TSO. A full list 
of reportable occurrences is also in SPPA’s Accident & Incident Record Booklet. 

General Fire Safety 
The group will carry out and record fire drills at least once per term. The number of drills 
will be sufficient to allow all the staff and the children registered with the group to 
participate and become familiar with the drill. Adults will be trained in the fire drill 
procedures and will know the location of the evacuation assembly point. 
Evacuation Assembly Point is the Community Centre Garden. If the Community Centre is 
evacuated for a significant period of time, other than a drill, parents/carers and/or 
emergency contacts will be contacted to collect the children per the Business Continuity 
Policy. 

Fire exits will be kept clear at all times. The checking of fire extinguishers, smoke and 
fire alarms is the responsibility of the Community Centre Management Committee, Any 
problems will be reported immediately to the Community Centre Caretaker. The Community 
Centre are responsible for testing the fire alarms on a weekly basis and for checking all 
fire safety equipment. 

mailto:riddor@natbrit.com
http://www.riddor.gov.uk


The procedures concerning fire evacuation will be posted on the main door into the 
playroom, along with the evacuation plan and location of fire exits. At each and every 
session a check must be carried out to ensure that escape routes are clear and usable. 

Training 
Advice on suitable training can be obtained from the Local Authority Fire Department. 

New Service Users and Visitors 
The group could be liable for any actions by service users or visitors, which affect safety 
on its premises. New service users and visitors may not know what hazards there are and 
what precautions they should take. The group will ensure that they are made aware of the 
Health and Safety Policy and that they accept their responsibility to abide by the group’s 
procedures. 

Pregnant Women 
The group believes that the health and safety of the mother and baby is paramount and 
will endeavour to minimise risk for pregnant women. Care will be taken to ensure pregnant 
women are not asked to lift, bend, move or handle heavy equipment. Involvement in rota 
duty and other group activities will be waived before and after the birth, and involvement 
will be flexible enough to take into account an individual’s circumstances. If a staff 
member is pregnant, the group will undertake a written risk assessment of their job and 
will, if necessary: 

• Make temporary adjustments to their working conditions and/or hours of work, 

Or, if this is not practicable, or would not avoid the risk then 
• Offer suitable alternative work (at the same rate of pay), if available 

Or, if this is not feasible, 
• Suspend the employee from work on paid leave for as long as necessary to protect 

their health and safety, and/or that of their child. 

The risk assessment will be monitored and reviewed regularly and adjustments made 
accordingly to ensure the health and safety of the mother and baby is held paramount. 

Section C 
Hazards 
Smoking 
Smoking is not permitted in any part of the buildings or grounds. 

Violence and Abusive Behaviour 
The group will not tolerate any form of violence or abusive behaviour committed by or 
against any employee, service users or other people who are affected by our activities. 



Advice & Consultancy 
The group will seek advice and training on health and safety matters from a range of 
sources, including the local Health and Safety Inspector’s Office, the local Environmental 
Health Office, Health Centre/GP Surgery, Fire Safety Officer/Local Authority Fire 
Department, Health & Safety Executive Scotland, SPPA Centre. 

Health & Safety Risk Assessment 
The Group recognises that  it is not possible to make everything safe and that learning to 
manage risk is an important part of a child’s development. The Group has a duty to carry 
out a suitable and sufficient assessment of the risks associated with an activity and 
believes that the setting should be made as safe as necessary for children rather than as 
safe as possible.        
Risk-benefit analysis is a suitable and sufficient risk assessment that brings together an 
analysis of both risks and benefits. An analysis is a practical assessment of the benefits 
and the risks of the activity with a focus on hazards with the potential to cause real harm. 
It is not about creating a risk-free society, but about ensuring that reasonable 
precautions are taken to avoid injury 

 In any human activity, there is an element of risk. Three factors are central to 
determining whether or not the level of risk is acceptable or tolerable: 

• the likelihood of coming to harm 
• the severity of that harm 
• the benefits, rewards or outcomes of the activity. 

Judgements about the acceptability of risk are made on the basis of a risk assessment. 
Risk assessment and management are not mechanistic processes. They crucially involve 
making judgements about acceptability based on an understanding of the balance between 
risks and benefits. Social and psychological factors are also important in risk assessment. 
Risks that are acceptable in one community or to one person may be unacceptable tp 
another, and policies should take this into account.  
It is the job of all those responsible for children at play to assess and manage the level of 
risk, so that children are given the chance to stretch themselves, test and develop their 
abilities without exposing them to unacceptable risks. This is part of a wider adult social 
responsibility to children. If we do not provide controlled opportunities for children to 
encounter and manage risk then they may be denied the chance to learn these skills. They 
may also be more likely to choose to play in uncontrolled environments where the risks are 
greater. 

Pre-school groups are responsible for the safety and well-being of the children attending 
the group. They are also responsible for ensuring the health, safety and welfare of all 
staff, paid or unpaid, and other people who are involved, in any way, in the activities and 
undertakings of the group. 



Our group has a positive attitude and culture towards health and safety and should 
ensure that: 

• People have the skills and knowledge to carry out tasks safely. 
• People are instructed and trained in health and safety matters. 
• Sound advice and help are sought in health and safety issues, as appropriate. 
• People who are identified to carry our risk assessments are adequately trained 

and have sufficient resources. 
• People know and understand their responsibilities. 
• Information about hazards, risks and preventative measures are known to staff, 

parents, children and others as appropriate. 

We have adopted a structured approach to risk management such that 
• All aspects of the group’s activity are monitored and reviewed to ensure the safety 

and well-being of children, staff, parents and others. 
• The group is consistently complying with specific health and safety acts and/or 

regulations. 
• Procedures to manage risks are established and followed in the workplace. 
• All groups of people, children, parents, staff, visitors, etc – who might be affected 

are considered. Some may be identified as being particularly at risk. 
• Existing preventative and precautionary measures can be evaluated and reviewed. 
• Necessary changes to procedures are made quickly and all the relevant people are 

informed. 

The Health and Safety Executive Scotland (HSE) which has a number of local offices 
across Scotland www.hse.gov.uk/scotland. The HSE Infoline is a one stop shop providing 
you with rapid access to health and safety information and to expert advice and guidance. 

Monitoring 
As with any aspect of pre-school group activities, it is important to keep a watch on health 
and safety matters in order to gauge how successfully the group is operating. Monitoring 
health and safety performance requires the group to regularly examine and check that: 

• Safety standards and procedures are being implemented. 
• The controls introduced to eliminate or minimise risk are working. 
• Information and insight gained through monitoring are used to improve practice and 

procedures. 
• Accidents and incidents are recorded and brought to the attention of appropriate 

personnel. 

If injury, illness or damage to property occurs, or nearly occurs, the group needs to 
investigate what and why something happened, so that remedial action can be taken to 
control the risk. The outcomes of monitoring health and safety performance must feature 
regularly on the group’s management agenda. 

http://www.hse.gov.uk/scotland


Remedial action, as a consequence of monitoring, may require: 
• Organisational and policy changes. 
• Group expenditure on resources and equipment. 
• Updating health and safety information to parents. 
• Health and safety training. 

Pre-school groups are expected to keep a record of all accidents and incidents which occur 
during the course of the group’s activities. Groups should investigate the accident and 
incident thoroughly to ensure they get all the underlying cases of the accident/incident.   
Thorough investigations will help identify the hazards involved and will suggest measure to 
take to avert such accidents/incidents happening again. 

RIDDOR Reporting 
RIDDOR stands for the Reporting Of Injuries, Diseases and Dangerous Occurances 
Regulations 1995. 

RIDDOR places a legal duty on employers, the self-employed and those in control of 
premises to report some work-related accidents, diseases and dangerous occurrences to 
the relevant enforcing authority for their work activity. Reports can be made to the 
Incident Contact Centre (ICC). This allows reports to be made to one single point; it is 
user friendly, fast and effective. The ICC will forward your report to the correct 
enforcing authority, there is no need to make any other reports to the Health and Safety 
Executive or the local authority. 

Reviewing 
Monitoring provides information which lets the group review and evaluate its performance 
in health and safety matters. 
The information can: 

• Show the extent health and safety policy and standards are being complied with. 
• Identify areas which need attention. 
• Demonstrate what has been achieved. 

Examining the accident and incident record provides information about the types of injury 
and incidents which occur from which an analysis can be made of: 

• The immediate and underlying causes of accidents and incidents. 
• Trends in occurrence of accident and incidents. 
• Common features. 

Assessing all the information will help the group to identify where improvements need to 
be made and the action necessary to make the improvements. 



 



 


