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6. Safety and Suitability of Premises, Environment and Equipment 

 

6.1 Health and Safety Policy 

Designated Health and Safety Officer is: Sue Gauntlett  

Aim 

Our provision is a suitable, clean and safe place for children to be cared for, where they can 

grow and learn. We meet all statutory requirements for health and safety and fulfil the criteria 

for meeting the Early Years Foundation Stage Safeguarding and Welfare Requirements. 

Objectives  

 We recognise that we have a corporate responsibility and duty of care towards those 

who work in and receive a service from our provision. Individual staff and service 

users also have responsibility for ensuring their own safety as well as that of others. 

Adherence to policies and procedures and risk assessment is the key means through 

which this is achieved. 

 Insurance is in place (including public liability) and an up-to-date certificate is always 

displayed. 

 Risk assessment is carried out to ensure the safety of children, staff, parents, and 

visitors. Legislation requires all those individuals in the given workplace to be 

responsible for the health and safety of premises, equipment and working practices.  

 Smoking is not allowed on the premises, both indoors and outdoors. Staff do not 

smoke in their work clothes and are requested not to smoke within at least one hour 

of working with children. The use of electronic cigarettes is not allowed on the 

premises. 

 Staff must not be under the influence of alcohol or any other substance which may 

affect their ability to care for children. If staff are taking medication that they believe 

may impair them, they seek further medical advice and only work directly with 

children if that advice is that the medication is unlikely to impair their ability to look 

after children. The setting manager must be informed. 
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 Alcohol must not be bought onto the premises for consumption.  

 A risk assessment is carried out for each area and the procedure is modified 

according to needs identified for the specific environment. 

 A daily risk assessment is carried out before opening. 

 Risk assessments are monitored and reviewed by those responsible for health and 

safety. 

Legal references 

Health and Safety at Work etc Act 1974 

Health and Safety (Consultation with Employees) Regulations 1996 

Management of Health and Safety at Work Regulations (1999) 

Regulatory Reform (Fire Safety) Order 2005) 

Electricity at Work Regulations (1989) 

Regulation (EC) No 852/2004 of the European Parliament and of the Council on the hygiene 

of foodstuffs 

Manual Handling Operations Regulations (1992) (Amended 2002) 

Medicines Act (1968) 

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 

(Amendment) Regulations 2012 

Control of Substances Hazardous to Health (COSHH) Regulations 2004 

Health and Safety (First Aid) Regulations 1981 

Childcare Act 2006 

Further guidance 

Health and Safety Executive www.hse.gov.uk/risk 

Food Standards Agency www.food.gov.uk  

Ministry or Housing, Communities & Local Government www.communities.gov.uk 
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6.2 Maintaining children’s safety and security on premises 

 

Policy statement 

 

St Mary’s Nursery, Camberley maintains the highest possible security of our premises to 

ensure that each child is safely cared for during their time with us. 

 

Procedures 

 

Children's personal safety 

 We ensure all employed staff have been checked for criminal records via an 

enhanced disclosure with children’s barred list check through the Disclosure and 

Barring Service. 

 Adults do not normally supervise children on their own. 

 All children are supervised by adults at all times. 

 Whenever children are on the premises at least two adults are present. 

 We carry out risk assessments to ensure children are not made vulnerable within any 

part of our premises, nor by any activity. 

 

 Security 

 Systems are in place for the safe arrival and departure of children. 

 The times of the children's arrivals and departures are recorded. 

 The arrival and departure times of adults – staff, volunteers and visitors - are 

recorded.  

 Our systems prevent unauthorised access to our premises. 

 Our systems prevent children from leaving our premises unnoticed. 

 All visitors are checked before entering and sign in. 

 Our staff check the identity of any person who is not known before they enter the 

premises. 

 We keep doors and gates locked shut at all times.  

 The personal possessions of staff and volunteers are securely stored during 

sessions. 

 Minimal petty cash is kept on the premises. 
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6.3 Supervision of Children on Outings and Visits 

Planning and preparation 

 Outings have a purpose with specific learning and development outcomes. 

 If staff are ‘borrowed’ from another area to maintain ratios on an outing they are fully 

briefed about the children they are accompanying. 

 The excursion does not go ahead if concerns are raised about its viability at any 

point. 

 Parents are informed of an outing and staff check that consent forms on children’s 

registration were signed. 

 A minimum of two staff accompany children on outings.  

 Children are specifically allocated to each member of staff/volunteer; they are 

responsible for supervising their designated children for the duration of the excursion. 

 Parents on outings are responsible for their own children only. 

 Parents who have undergone vetting as volunteers may be included in the ratio. 

 The designated lead for the outing has responsibility for only one child.  

 A mobile phone belonging to the setting, and small first aid kit is taken out. 

 Staff make sure they have water, plastic cups, spare nappies/change of clothes and 

wet wipes for the children going out appropriate to the length of time they are out for. 

 Sun cream is applied by parents in the morning. 

 Children wear badges or ‘high viz’ vests with the name and number of the setting. 

 Staff have emergency contacts, medication and equipment needed for children. 

Risk assessment  

 Risk assessment is completed prior to the outing and signed off by the setting 

manager and all staff taking part. Existing risk assessments are reviewed/amended 

as required.  

 Children with specific needs have a separate risk assessment if necessary. 
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Outing venue (larger outings) 

 Venues used regularly are ‘risk assessed’ and an initial pre-visit is made to look at 

the health and safety aspects. If pre-visits cannot be made, risk assessment is 

achieved by  

Farm and zoo visits 

 Staff are aware of the risks posed by infections such as E.coli being contracted from 

animals. They are also aware of toxic substances used on farms that could be 

hazardous to health. Staff are vigilant of the natural dangers presented by a farm or 

zoo visit and conduct a risk assessment prior to the visit. 

 The venue is contacted in advance of the visit to ensure no recent outbreaks of E.coli 

or other infections. If there has been an outbreak the visit will be reviewed and may 

be postponed. 

 Hands are washed and dried thoroughly after touching an animal. 

 Nothing is consumed whilst going round the farm. Food is eaten away from animals, 

after thoroughly washing hands. 

 Children are prevented from putting their faces against animals or hands in their own 

mouths. 

 If animal droppings are touched, hands are washed and dried immediately. 

 Shoes are cleaned and hands washed thoroughly as soon as possible on departure. 

 Staff or volunteers who are or may be pregnant, should avoid contact with pregnant 

ewes and may want to consult their own GP before the visit. 

 Farmers have a responsibility to ensure that hand washing and drying facilities are 

available and are suitably located, that picnic areas are separate and clean, and that 

all other health and safety laws are fully observed.  

For further guidance, refer to the insurance provider. 

Larger outings checklist 

There is an identified lead person for the outing. 

 The outing has an educational purpose and has been agreed with the setting 

manager. 

 Risk assessments completed/updated and shared with every staff, student/volunteer 

accompanying the children. 
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 Staff understand the potential risks when they are out with children and takes all 

reasonable measures to remove minimise risks. 

 Bouncy castles and similar attractions are not accessed by children on an excursion. 

 The designated lead practitioner is the last to leave the venue, or transport being 

used. 

 The designated lead conducts a ‘safety sweep’ before during and after the outing.  

Further guidance 

Daily Register and Outings Record (Early Years Alliance 2021) 

Good Practice in Early Years Infection Control (Pre-school Learning Alliance 2009) 

Not on my Watch! (Early Years Alliance 2018) 

Preventing Accidents to Children on Farms (Health and Safety Executive 2013) 
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6.4 Risk assessment 

Risk assessments are carried out to ensure the safety of children, staff, parents and visitors. 

Legislation requires all individuals in the workplace to be responsible for the health and 

safety of premises, equipment and working practices. We have a ‘corporate responsibility’ 

towards a ‘duty of care’ for those who work in and receive a service from our provision. 

Individuals also have responsibility for ensuring their own and others safety.  

 A generic risk assessment form is completed for each area of work, and the areas of the 

building that are identified in these procedures  

 A prioritised place risk assessment is completed for offering prioritised places during a 

national pandemic (such as Covid–19). A separate form is completed for each child who 

is prioritised because they are vulnerable, or meet any other criteria stipulated by the 

Government at the time. Risk assessment is also completed for each individual 

group/room as appropriate. If the risk assessment indicates a high risk if the place is 

offered, that cannot be minimised, the offer of the place may be withdrawn at the 

discretion of the setting manager. 

Risk assessment means: Taking note of aspects of your workplace and activities that that 

could cause harm, either to yourself or to others, and deciding what needs to be done to 

prevent that harm, making sure this is adhered to and is updated when necessary.  

The law does not require that all risk be eliminated, but that ‘reasonable precaution’ is taken. 

This is particularly important when balancing the need for children to be able to take 

appropriate risks through physically challenging play. Children need the opportunity to work 

out what is not safe and what they should do when faced with a risk. 

Daily risk assessments  

 Daily risk assessments are conducted when setting up for the day prior to children 

arriving or closing in the evening. Sometimes a safety sweep will identify a risk that 

requires a formal risk assessment on form. For example, if a window latch is 

becoming stiff and a practitioner has to stand on a chair in order to reach it to ensure 

it has closed properly. 
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Health and safety risk assessments 

Health and safety risk assessments inform procedures. Staff and parents should be involved 

in reviewing risk assessments and procedures, as they are the ones with first-hand 

knowledge as to whether the control measures are effective and they can give an informed 

view to help update procedures accordingly. 

The setting manager undertakes training and ensures staff have adequate training in health 

and safety matters. The setting managers also ensures that checks/work to premises are 

carried out and records are kept. 

 Electricity safety by a qualified electrician. 

 Fire precautions to check that all fire-fighting equipment and alarms are in working 

order. 

 Hot air heating systems/air conditioning systems cleaned and checked. 

 Deep cleans are carried out. 

The setting manager ensures that staff members carry out risk assessments that include 

relevant aspects of fire safety, food safety, in each of the following areas of the premises: 

 Entrance and exits. 

 Outdoor areas. 

 Passageways, stairways and connecting areas. 

 Main room. 

 Main kitchen. 

 Rooms used by others or for other purposes. 

The setting manager ensures staff members carry out risk assessment for off-site activities, 

such as children’s outings (including use of public transport), including: 

 home visits 

 other duties off-site such as attending meetings, banking etc 

 The setting manager ensures staff members carry out risk assessment for work 

practice including: 
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 the intimate care of young children and older children 

 arrivals and departures 

 children with allergies and special dietary needs or preferences 

 serving food  

 cooking activities with children 

 supervising outdoor play and indoor/outdoor climbing equipment 

 assessment, use and storage of equipment for disabled children 

 visitors to the setting who are bringing equipment or animals as part of children’s 

learning experiences, for example ‘fire engines’ 

 following any incidents involving threats against staff or volunteers 

 following any accident or incident involving staff or children 

The setting manager liaises with Crime Prevention Officers as appropriate to ensure security 

arrangements for premises and personnel are appropriate. 
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6.5 Fire Safety and Emergency Evacuation  

Designated Fire Marshalls are: Sue Gauntlett  

Aim 

Our provision is a suitable, clean, and safe place for children to be cared for, where they can 

grow and learn. We meet all statutory requirements about fire safety and fulfil the criteria for 

meeting the relevant Early Years Foundation Stage Safeguarding and Welfare 

Requirements. 

Objectives 

 We recognise that we have a corporate responsibility and a duty of care for those who 

work in and receive a service from our provision, but individual employees and service 

users also have a responsibility to ensure their own safety as well as that of others. Risk 

assessment is the key means through which this is achieved. 

 A fire safety risk assessment is carried out by a competent person in accordance with 

the Regulatory Reform (Fire Safety) Order 2005.  

 A Fire Log is completed and regularly updated. 

 Necessary equipment is in place to promote fire safety.  

Legal references 

Regulatory Reform (Fire Safety) Order 2005) 

Electricity at Work Regulations (1989) 

Further guidance 

Fire Safety Risk Assessment: Educational Premises 

www.communities.gov.uk/publications/fire/firesafetyrisk6 
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Fire safety procedures 

 The setting manager has access to, or a copy of, the fire safety procedures specific to 

the building and ensure they align with these procedures. The setting manager makes 

reasonable adjustments as required to ensure the two documents do not contradict each 

other. 

Fire safety risk assessment 

A fire safety risk assessment form is carried out in each area of the setting by a competent 

person using the five steps to fire safety risk assessment as follows: 

1. Identify fire hazards 

 Sources of ignition. 

 Sources of fuel. 

 Sources of oxygen (including oxygen tanks for disabled children). 

2. Identify people at risk 

 People in and around the premises. 

 People especially at risk including very young babies, less ambulant disabled 

children or those using specialised equipment, such as splints, standing frames. 

3. Evaluate, remove, reduce and protect from the risk 

 Evaluate the risk of the fire occurring. 

 Evaluate the risk to people from a fire starting on the premises. 

 Remove and reduce the hazards that may cause a fire. 

 Remove and reduce the risks to people from a fire. 

4. Record, plan, inform, instruct, train 

 Record significant findings and action taken. 

 Prepare an emergency plan. 

 Inform and instruct relevant people; inform and co-operate with others. 

 Provide training. 
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5. Review 

- Keep assessment under review and revise when necessary. 

The fire safety risk assessment focuses on the following for each area: 

 Electrical plugs, wires, sockets. 

 Electrical items. 

 Boilers 

 Cookers. 

 Matches. 

 Flammable materials, including furniture, furnishings, paper etc. 

 Flammable chemicals (which are also covered in COSHH). 

 Means of escape. 

 Any other, as identified. 

Fire safety precautions include: 

 All electrical equipment is checked by a qualified electrician annually. 

 Any faulty electrical equipment is taken out of use and recorded as such or 

condemned (whichever is necessary). 

 Water and electrical items do not come into contact; staff do not touch electrical 

items with wet hands. 

 All fire safety equipment is checked annually. 

 If matches are used in the kitchen, they are kept in a drawer. 

 Oxygen tanks. 

Fire Drills 

 Fire Drills (to include emergency evacuation procedures and lock down) are held at 

least termly. Drills are recorded, including: 

 date of drill 
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 staff involved and numbers of children 

 how long it took to evacuate 

 any reason for a delay in achieving the target time and how this will be remedied 

Fire precautions 

 Fire exit signs are the green ‘running man’ signs and are in place and clearly visible. 

 Fire exits by doors are those that show a green light at night. 

 Fire doors are not locked during normal working hours. 

 Fire evacuation notices are in every room; these are displayed in print large enough 

to read from a short distance. They say where the assembly point is. 

 Fire alarms are in place and tested monthly, and where necessary supplemented 

with visual warnings. This is recorded. 

 Smoke alarms are in place and tested monthly. This is recorded. 

 A fire blanket is in place next to the kitchen. 

 Fire extinguishers are in place and are appropriate 

Further guidance 

Fire Safety Risk Assessment: Educational Premises (HMG 2006): 

www.gov.uk/government/publications/fire-safety-risk-assessment-educational-premises 
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6.6 Animals and Pets 

 There will be no new pets introduced to the setting during the Covid-19 outbreak. 

Arrangements must be made immediately for any current pets kept within the setting 

to be temporarily re-homed in case the setting has to close. In the interim the pets 

may stay at the setting. Views of parents and children are considered when selecting 

a pet for the setting. 

 Staff will be aware of any allergies or issues individual children may have with any 

animals/creatures. 

 A risk assessment is conducted and considers any hygiene and safety risks posed by 

the animal or creature. 

 Suitable housing for the animal is provided and is regularly cleaned and maintained. 

 The correct food is offered at the right times and staff are knowledgeable of the pet’s 

welfare and dietary needs. 

 Arrangements are made for weekend and holiday care for the animal/creature. 

 There is appropriate pet health care insurance or other contingencies agreed and put 

in place to pay for veterinary care and the animal is registered with a local vet. 

 All vaccinations and health measures such as de-worming are up to date. 

 Children are taught correct handling of the pet and are always supervised. 

 Children wash their hands after handling the pet and do not have contact with animal 

faeces, or soiled bedding. 

 Members of staff wear single use vinyl/latex free gloves when cleaning/handling 

soiled bedding. 

 Snakes and some other reptiles are not suitable pets for the setting due to infection 

risks. 

 The manager will check with the owners/directors/trustees before introducing a new 

pet into the setting. 

Animals bought in by visitors  

 The owner of the animal/creature maintains responsibility for it in the setting. 

 The owner carriers out a risk assessment detailing how the animal/creature is to 

be handled and how any safety or hygiene issues will be addressed. 
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Further guidance 

Good Practice in Early Years Infection Control (Pre-school Learning Alliance 2009) 
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6. 7 Lock-down Procedures 

Most procedures for handling an emergency are focussed on an event happening in the 

building. However, in some situations you will be advised to stay put (lock-down) rather than 

evacuate. ‘Lock-down’ of a building/group of buildings is intended to secure and protect 

occupants in the proximity of an immediate threat. By controlling movement in an area, 

emergency services can contain and handle the situation more effectively. 

 The setting manager assesses the likelihood of an incident happening based on their 

location. 

 The setting manager will check our police website for advice and guidance. 

 Local police contact numbers are clearly displayed for staff to refer to. 

 Staff rehearse simple ‘age appropriate’ actions with the children such as staying low 

to the floor, keeping quiet and listening to instructions in the same way that fire 

procedures are practiced. Lock-down must be rehearsed and recorded termly. 

 The setting manager is aware of the current terrorist alert level, as available at 

www.mi5.gov.uk/threat-levels. 

 We follow any additional advice issued by the local authority. 

 Emergency procedures are reviewed and added to if needed.  

 Information about this procedure is shared with parents and all staff are aware of 

their role during ‘lockdown’. 

 A text/phone message is issued to parents when lockdown is confirmed. 

Suggested wording for parent message 

Due to an incident we have been advised by the emergency services to secure the premises 

and stay put until we are given the ‘all clear’. Please do not attempt to collect your child until 

it is safe to do so. We will let you know as soon as we are able to when that is likely to be. In 

the meantime we need to keep our telephone lines clear and would appreciate your 

cooperation in not calling unless it is vital that you speak to us. 
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Lock-down procedures 

If an incident happens the setting manager acts quickly to assess the likelihood of immediate 

danger. In most cases the assumption will be that it is safer to stay put and place the setting 

into ‘lockdown’ until the emergency services arrive. As soon as the emergency services 

arrive at the scene staff comply with their instructions. 

During ‘lock-down’ 

 Staff and children stay in their designated areas if it is safe to do so.  

 Doors and windows are secured until further instruction is received. 

 Curtains and blinds are closed where possible.  

 Staff and children stay away from windows and doors.  

 Children are encouraged to stay low and keep calm. 

 Staff tune into a local TV or radio station for more information. 

 Staff do NOT make non-essential calls on mobile phones or landlines. 

 If the fire alarm is activated, staff and children remain in their designated area and 

await further instructions from emergency services, unless the fire is in their area. In 

which case, they will move to the next room/area, following usual fire procedures. 

The door will not be opened once it has been secured until the manager is officially advised 

“all clear” or is certain it is emergency services at the door. 

During lockdown staff do NOT: 

 assemble in large open areas 

 call 999 again unless there is immediate concern for their safety, the safety of others, 

or they feel they have critical information that must be passed on 

 Following lockdown: 

 Staff will cooperate with emergency services to assist in an orderly evacuation. 

 Staff will ensure that they have the register and children’s details. 

 Staff or children who have witnessed an incident will need to tell the police what they 

saw. The police may require other individuals to remain available for questioning. 
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 In the event of an incident it is inevitable that parents will want to come to the setting 

and collect their children immediately. They will be discouraged from doing so, until 

the emergency services give the ‘all clear’. Staff will be always acting on the advice 

of the emergency services. 

Recording and reporting 

 The setting manager reports the lockdown to their line manager as soon as possible. 

In some situations, this may not be until after the event.  

 A record is completed as soon as possible. 

Further guidance 

Members of the public should always remain alert to the danger of terrorism and report any 

suspicious activity to the police on 999 or the anti-terrorist hotline: 0800 789 321. 

For non-emergency, call the police on 101.  
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6.8 Staff personal safety 

General 

 Members of staff who are in the building early in the morning or late in the evening, 

ensure that doors and windows are locked. 

 Where possible, the last two members of staff in the building leave together after 

dark and arrange to arrive together in the morning. 

 Visitors are allowed access only with prior appointments and once identifications are 

verified. 

 When taking cash to the bank, members of staff are aware of personal safety. The 

setting manager carries out a risk assessment and develops an agreed procedure 

appropriate to the setting, staff, and location. 

 Staff make a note in the shared diary of meetings they are attending and when they 

are expected back. 

 The setting managers liaises with local police for advice on any issues or concerns. 

Home visits  

Home visits are done at the setting manager’s discretion under the following health and 

safety considerations: 

 Staff normally do home visits in pairs; usually manager or deputy and key person. 

 Each home visit is recorded in the diary with the name and address of the family 

being visited, prior to the visit taking place. 

 Staff alert a contact person in the setting when they are leaving to do the home visit 

and what time they are expected to return 

 If there is reason for staff to feel concerned about entering premises on a visit, they 

do not do so, for example, if a parent appears drunk or under the influence of drugs. 

 Members of staff carry work issued mobile phone when going out on a home visit. 

 If staff do not return from the home visit at the expected time the contact person 

attempts to phone them and continues to do so until they make contact 
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 If no contact is made after a reasonable amount of time has passed, the contact 

person rings the police.  

Dealing with agitated parents/visitors in the setting 

 If a parent or visitor appears to be angry, mentally agitated, or possibly hostile, two 

members of staff will lead them away from the children to an area less open but will 

not shut the door behind them. 

 If the person is standing, staff will remain standing. 

 Staff will try to empathise, for example: ‘I can see that you are feeling angry at this 

time’. 

 Staff offer to discuss the issue of concern and show they recognise the concern. 

 Staff will ensure that the language they use can be easily understood  

 Staff will make it clear that they want to hear issues and seek solutions. 

 If the person makes threats and continues to be angry, members of staff make it 

clear that they will be unable to discuss the issue until the person stops shouting or 

being abusive, avoiding expressions like ‘calm down’ or ‘be reasonable’. 

 If threats continue, members of staff will explain that the police will be called and 

emphasise the inappropriateness of such behaviour in front of the children. 

 After the event, it is recorded in the child’s file together with any decisions made with 

the parents to rectify the situation. 

 Copies of correspondence regarding the incident will be kept in the relevant child’s 

file. 
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