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(This policy is used alongside YMCA Trinity Groups Health and Safety Policy)

Our Health and Safety policy covers the following:

- Health and Safety - General

- Health and Safety in the Office
- Fire Safety

- Safety Checks

- Manual Handling

- Healthy Workplace

- Animal Health and Safety

- Environmental Sustainability
- Alcohol and Substance Misuse
- Critical Incident

- Lockdown Policy

Health and Safety - General

At YMCA Childcare we provide and maintain safe and healthy working conditions,
equipment and systems of work for all our employees and a safe early learning
environment in which children learn and are cared for. To develop and promote a
strong health and safety culture within the childcare setting for the benefit of all
staff, children, parents and any visitors, we provide information, training and
supervision. We also accept our responsibility for the health and safety of other
people who may be affected by our activities.

The allocation of duties for safety matters and the particular arrangements which
we will make to implement our health and safety procedures are set out within
this policy and we make sufficient resources available to provide a safe
environment.

Legal framework
We follow all relevant legislation and associated guidance relating to health and
safety within the nursery including:
e The requirements of the Statutory Framework for the Early Years
Foundation Stage (EYFS) 2024
e The regulations of the Health & Safety at Work Act 1974 and any other
relevant legislation such as Control Of Substances Hazardous to Health
Regulation (COSHH)
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e Any guidance provided by Public Health England, the local health protection
unit, the local authority environmental health department, fire authority or
the Health and Safety Executive.

Aims and objectives

The aim of this policy statement is to ensure that all reasonably practical steps
are taken to ensure the health, safety and welfare of all persons using the
premises.

To achieve this we will actively work towards the following objectives:

e Establish and maintain a safe and healthy environment throughout the
setting including outdoor spaces

e Establish and maintain safe working practices amongst staff and children

¢ Make arrangements for ensuring safety and the minimising of risks to health
in connection with the use, handling, storage and transport of hazardous
articles and substances

e Ensure the provision of sufficient information, instruction and supervision
to enable all people working in or using the setting to avoid hazards and
contribute positively to their own health and safety and to ensure that staff
have access to regular health and safety training

e Maintain a healthy and safe setting with safe entry and exit routes

¢ Formulate effective procedures for use in case of fire and other emergencies
and for evacuating the premises. Practice this procedure on a regular basis
to enable the safe and speedy evacuation of the setting

¢ Maintain a safe working environment for pregnant workers or for workers
who have recently given birth, including undertaking appropriate risk
assessments

¢ Maintain a safe environment for those with special educational needs and
disabilities and ensure all areas of the setting are accessible (wherever
practicable)

e Provide a safe environment for students or trainees to learn in

e Encourage all staff, visitors and parents to report any unsafe working
practices or areas to ensure immediate response by the management.

We believe the risks in the childcare environment are low and we will maintain the
maximum protection for children, staff and parents. The setting will:
e Ensure all entrances and exits from the building, including fire exits are
clearly identifiable and remain clear at all times
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e Regularly check the premises room by room for structural defects, worn
fixtures and fittings or electrical equipment and take the necessary remedial
action

e Ensure that all staff, visitors, parents and children are aware of the fire
procedures and regular fire drills are carried out

e Have the appropriate fire detection and control equipment which is checked
regularly to make sure it is in working order

e Ensure that all members of staff are aware of the procedure to follow in
case of accidents for staff, visitors and children

e Ensure that all members of staff take all reasonable action to control the
spread of infectious diseases and wear protective gloves and clothing where
appropriate

e Ensure there are suitable hygienic changing facilities (see infection control
policy)

e Prohibit smoking/vaping in, and on, the premises

e Prohibit any contractor from working on the premises without prior
discussion with the officer in charge

e Encourage children to manage risks safely and prohibit running inside the
premises unless in designated areas

e Risk assess all electrical sockets and take appropriate measures to reduce
risks where necessary and ensure no trailing wires are left around the
setting

e Ensure all cleaning materials are placed out of the reach of children and
kept in their original containers

e Wear protective clothing when cooking or serving food

e Prohibit certain foods that may relate to children’s allergies, e.g. peanuts
are not allowed in the childcare setting

e We follow the EU Food Information for Food Consumers Regulations (EU
FIC). These rules are enforced in the UK by the Food Information
Regulations 2014 (FIR). We identify the 14 allergens listed by EU Law that
we use as ingredients in any of the dishes we provide to children and ensure
that all parents are informed

e Follow the allergies and allergic reactions policy for children who have
allergies

e Ensure risk assessments are undertaken on the storage and preparation of
food produce within the setting

e Familiarise all staff and visitors with the position of the first aid boxes and
ensure all know who the appointed first aiders are

e Provide appropriately stocked first aid boxes and check their contents
regularly
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e Ensure children are supervised at all times

e Ensure no student or volunteer is left unsupervised at any time

e Ensure staff paediatric first aid certificates are on display (or made available
to parents).

Responsibilities

The designated Health and Safety Officer in the setting is:
Site: Named Officer:
Named Deputy:
The Childcare Manager/Deputy Childcare Manager will be responsible in his/her
absence.

All employees have the responsibility to cooperate with senior staff and the
manager to achieve a healthy and safe childcare provision and to take reasonable
care of themselves and others. Neglect of health and safety regulations/duties will
be regarded as a disciplinary matter (see separate policy on disciplinary
procedures).

Whenever a member of staff notices a health or safety problem which they are
not able to rectify, they must immediately report it to the appropriate person
named above. Parents and visitors are requested to report any concerns they may
have to a senior member of staff.

Daily contact, monthly staff meetings and health and safety meetings provide
consultation between management and employees. This will include health and
safety matters.

Health and safety training
The Childcare Managers and Deputies are the persons responsible for monitoring
staff training.

Health and safety is covered in all induction training for new staff.

At present at least one member of staff on duty MUST hold a full paediatric First
Aid certificate in the setting and when on outings. The certificate must be for a full
course consistent with the criteria set out in Annex A of the EYFS, 2021. This must
be renewed every three years and the emergency PFA course is taken face to face.

In addition to this, all newly qualified entrants to the early years workforce who
have completed a level 2 and/or level 3 qualification on or after 30 June 2016,
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must also have either a full PFA or an emergency PFA certificate within three
months of starting work in order to be included in the required staff: child ratios
at level 2 or level 3 in an early years setting.

At YMCA Childcare, we take in to account the number of children, staff, layout of
premises to ensure that a paediatric first aider is able to respond to emergencies
quickly.

All trained first aiders are named on the parent / carer notice board.

Health and safety arrangements

e All staff are responsible for general health and safety in the setting

¢ Risk assessments will be conducted on all areas of the provision, including
rooms, activities, outdoor areas, resources and cleaning equipment

e These are reviewed at regular intervals and when arrangements change

e All outings away from the setting (however short) will include a prior risk
assessment — more details are included in our outings policy

e All equipment, rooms and outdoor areas will be checked thoroughly by staff
before children access them or the area. These checks will be recorded and
initialled by the staff responsible. Unsafe areas will be made safe/removed
from the area by this member of staff to promote the safety of children. If
this cannot be achieved the manager will be notified immediately

e We provide appropriate facilities for all children, staff, parents and visitors
to receive a warm welcome and provide for their basic care needs, e.g. easy
to access toilet area and fresh drinking water

e The setting will adhere to the Control of Substances Hazardous to Health
Regulation (COSHH) to ensure all children, staff, parents and visitors are
safe in relation to any chemicals we may use on the premises

e All staff and students will receive appropriate training in all areas of health
and safety which will include risk assessments, manual handling and fire
safety. We may also use benefit risk assessments for particular activities
and resources for children

¢ We have a clear accident and first aid policy to follow, in the case of any
person in the setting suffering injury from an accident or incident. We
complete accident and incident forms on site and ensure parent/carers fill
in existing injury forms. We review these records monthly to identify and
patterns or hazardous areas within the building.

e We have a clear fire safety policy and procedure which supports the
prevention of fire and the safe evacuation of all persons in the setting. This
is to be shared with all staff, students, parents and visitors to the setting
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e We review accident and incident records to identify any patterns/hazardous
areas

e All health and safety matters are reviewed informally on an ongoing basis
and formally every six months or when something changes. Staff and
parents will receive these updates, as with all policy changes, as and when
they happen

e Staff and parents are able to contribute to any policy through the suggestion
scheme and during the regular meetings held at the setting

e The settings will plan new operational procedures during any health
pandemic to ensure they run to guidelines given by the government,
scientists and health experts regarding the pandemic in question. Parent,
child and visitor questionnaires are in place to ensure no one is entering the
building that is showing symptoms of the health pandemic and parent
contracts where needed.

The policy is kept up to date and reviewed especially when the provision changes
in nature and size. It is revised annually, or as and when required. We therefore
welcome any useful comments from members of staff, parents and visitors
regarding this policy.

Health and Safety in the Office

At YMCA Childcare we take the welfare of our employees seriously and put
safeguards in place to help protect the health and safety of all employees. This
includes any staff who are required to undertake office duties as part of their role
including sitting at a computer.

We carry out risk assessments to assess any health and safety risks to employees
carrying out office duties and provide appropriate equipment for their role.

Staff using computers can help to prevent health problems in the office by:

e Sitting comfortably at the correct height with forearms parallel to the
surface of the desktop and eyes level with the top of the screen

¢ Maintaining a good posture

e Avoiding repetitive and awkward movements by using a copyholder and
keeping frequently used items within easy reach

¢ Changing position regularly

e Using a good keyboard and mouse technique with wrists straight and not
using excessive force

e Making sure there are no reflections or glare on screens by carefully
positioning them in relation to sources of light
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e Adjusting the screen controls to prevent eyestrain

e Keeping the screen clean

e Reporting to their manager any problems associated with use of the
equipment

e Planning work so that there are breaks away from the workstation.

Seating and posture for typical office tasks:
e Good lumbar support from the office seating
e Seat height and back adjustability
e No excess pressure on underside of thighs and backs of knees
e Foot support provided if needed
e Space for postural change, no obstacles should be under the desk
e Forearms approximately horizontal
¢ Minimal extensions, flexing or straining of wrists
e Screen height and angle should allow for comfortable head position
e Space in front of keyboard to support hand/wrists during pauses in typing.

If an employee requires additional support, please let the manager know as soon
as possible.
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Fire Safety

At YMCA Childcare we make sure the setting is a safe environment for children,
parents, staff and visitors through our fire safety policy and procedures.

The designated fire marshal makes sure the childcare premises are compliant with
fire safety regulations, including following any major changes or alterations to the
premises and seeks advice from the local fire safety officer as necessary.

The designated fire marshal has overall responsibility for the fire drill and
evacuation procedures. These are carried out and recorded for each group of
children every half term as well as when a large change occurs, e.g. a large intake
of children or a new member of staff joins the setting. These drills will occur at
different times of the day and on different days to ensure evacuations are possible
under different circumstances and all children and staff participate in the
rehearsals.

The designated fire marshal checks fire detection and control equipment and fire
exits in line with the timescales in the checklist below.

Fire checklist (Fill in as appropriate for each site)

Who checks How often Location
Everyone as part
Escape route/fire of opening and
exits (all fire exits | closing .
Daily
must be clearly procedures as
identifiable) well as through
the day checks
Fire extinguishers
and blankets Monthly
Evacuation bag Monthly
Smoke/heat Weekly
alarms
Fire alarms Weekly
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Fire doors closed, | Everyone as part

in good repair, of opening and

doors free of closing Daily

obstruction and procedures as

easily opened well as through

from the inside the day checks

Registration

An accurate record of all staff and children present in the building must be kept at
all times and children/staff must be marked in and out on arrival and departure.
An accurate record of visitors must be kept in the visitor’'s book. These records
must be taken out along with the register and emergency contacts list in the event
of a fire.

No smoking policy
YMCA Childcare operates a strict ho smoking policy — please see this separate
policy for details.

Fire drill procedure
On discovering a fire:
e Calmly raise the alarm
¢ Immediately evacuate the building under guidance from the manager on
duty and/or fire marshal
e Using the nearest accessible exit lead the children out, assemble at the
agreed point:
Setting: Assembly point:

e Close all doors behind you wherever possible

e Any office/spare staff should go straight to the room with children under
the age of 2 to help children less able to walk

e Any staff with mobility issues should have their buddy with them

e Do not stop to collect personal belongings on evacuating the building

e Do not attempt to go back in and fight the fire

¢ Do not attempt to go back in if any children or adults are not accounted for

e Wait for emergency services and report any unaccounted persons to the fire
service/police.

If you are unable to evacuate safely:
e Stay where you are safe
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e Keep the children calm and together
¢ Wherever possible alert the manager of your location and the identity of the
children and other adults with you.

The Room Leader/Deputy Room Leader is to:
e Pick up the Children’s Register/Tablet,
e Get the children our in a calm and safe manner.
e Pick up fire bag/evacuation pack (containing emergency contacts list,
nappies, wipes and blankets)

The person in charge/in the office is to:

e Pick up staff register, mobile phone, keys, visitor book.

e Telephone emergency services: dial 999 and ask for the fire service

¢ In the fire assembly point area - [as above] check the children against the
register

e Account for all adults: staff and visitors

e Advise the fire service of anyone missing and possible locations and respond
to any other questions they may have.

Remember
e Do not stop to collect personal belongings on evacuating the building
¢ Do not attempt to go back in and fight the fire
¢ Do not attempt to go back in if any children or adults are not accounted for.
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Safety Checks

At YMCA Childcare we make sure the setting is a safe environment for children,
parents, staff and visitors by carrying out safety checks on a regular basis in
accordance with the timescales set out in the settings checklists. These include
daily checks of the premises, indoors and outdoors, and all equipment and
resources before the children access any of the areas. The checks are recorded to
show any issues and solutions.

This policy should be read in conjunction with the fire safety, risk assessments,
visits and outings and the equipment and resources policies.

All staff should be aware of potential hazards in the childcare environment and
monitor safety at all times.

Risk assessments

Risk assessments document the hazard, who could be harmed, existing controls,
the seriousness of the risk/injury, any further action needed to control the risk,
who is responsible for what action, when/how often will the action be undertaken,
and how will this be monitored and checked and by whom.

The setting carries out written risk assessments at least annually. These are
regularly reviewed and cover potential risks to children, staff and visitors at the
provision. When circumstances change in the setting, e.g. a significant piece of
equipment is introduced; we review our current risk assessment or conduct a new
risk assessment dependent on the nature of this change.

All staff are trained in the risk assessment process to ensure understanding and
compliance.

All outings away from the setting are individually risk assessed. For more details
refer to the visits and outings policy.

Hints and tips

Please refer to the Health and Safety Executive’s ‘Five Steps to Risk Assessment’
located at the end of the Safety Checks section of the Health and Safety Policy.
For further support with the risk assessment process please refer to
www.hse.gov.uk
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Electrical equipment

Who checks How often Location/Tel. no.

Adam Senior (Ipswich)
01473 252456

Mark Humm (Cambridge)
07732 599061

YMCA Trinity 2 yearly

e All electrical cables are kept out of the reach of children wherever possible
and shielded by furniture where they need to be at floor level

e Electrical sockets are all risk assessed and any appropriate safety measures
are in place to ensure the safety of the children.

Mains information

Site:

Water stop tap Location:
Gas point Location:
Fuse box Location:
Mains electricity box | Location:

Dangerous substances

All dangerous substances including chemicals MUST be kept in locked areas out of
children’s reach. All substances must be kept in their original containers with their
original labels attached. Safety Data Sheets (Control of Substances Hazardous to
Health (COSHH)) and risk assessments must be kept for all substances and the
appropriate personal protection taken and used e.g. gloves, apron and goggles.

Hot drinks and food
Hot drinks must only be consumed in the staff room. No canned drinks, sweets or
crisps are to be kept or consumed in the childcare rooms.

Transport and outings
YMCA Childcare has a comprehensive documented policy relating to outings, which
incorporates all aspects of health and safety procedures including the
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arrangements for transporting and the supervision of children when away from
the setting.

Room temperatures

e Staff should be aware of room temperatures in the setting and should
ensure that they are suitable at all times and recorded on the appropriate
sheet. There is a thermometer in each room to ensure this is monitored

e Staff must always be aware of the dangers of babies and young children
being too warm or too cold

e Temperatures should not fall below 18°C in the baby rooms and 16°C in all
other areas

e Where fans are being used to cool rooms, great care must be taken with
regard to their positioning.

Water supplies
e A fresh drinking supply is available and accessible to all children, staff and
visitors
e All hot water taps accessible to children are thermostatically controlled to
ensure that the temperature of the water does not exceed 40°C.

Gas appliances
e All gas appliances are checked annually by a registered Gas Safety Register
engineer
e Carbon monoxide detectors are fitted.

The checklists used in the settings include:

Checklists Who checks How often
Opening & Closing Checks Staff Daily
Daily Room Checks (AM/PM) Staff Daily
Garden Checks Staff Daily
Bathroom Checks Staff Daily
Kitchen Checks Staff Daily
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The Health and Safety Executive’s Five steps to risk assessment
(Taken from HSE.GOV.UK 23/05/2018)

Step 1: Identify the hazards

¢ Walk around your venue and look at what could reasonably be expected
to cause harm.

e Ask your other people what they think. They may have noticed things
that are not immediately obvious to you.

e Visit the HSE website. HSE publishes practical guidance on where hazards
occur and how to control them. There is much information on the hazards
that might affect your event.

e If you are a member of a trade association, contact them. Many produce
very helpful guidance.

¢ Check manufacturers’ instructions or data sheets for chemicals and
equipment as they can be very helpful in spelling out the hazards and
putting them in their true perspective.

¢ Remember to think about long-term hazards to health (eg high levels
of noise or exposure to harmful substances) as well as safety hazards.

Step 2: Decide who might be harmed and how

e For each hazard you need to be clear about who might be harmed; it will
help you identify the best way of managing the risk. That doesn’t mean
listing everyone by name, but rather identifying groups of people (eg
‘people working in the storeroom’ or ‘passers-by’).

¢ Remember: some workers have particular requirements, eg new and young
workers , migrant workers , new or expectant mothers and people with
disabilities may be at particular risk. Extra thought will be needed for some
hazards; cleaners, visitors, contractors, maintenance workers etc, who may
not be in the venue all the time; members of the public, if they could be
hurt by your activities; ask others if they can think of anyone you may have
missed.

e In each case, identify how they might be harmed, i.e. what type of injury
orill health might occur. For example, ‘shelf stackers may suffer back injury
from repeated lifting of boxes’.

Step 3: Evaluate the risks and decide on precautions
e Having spotted the hazards, you then have to decide what to do about
them. The law requires you to do everything ‘reasonably practicable’ to
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protect people from harm. You can work this out for yourself, but the easiest
way is to compare what you are doing with good practice.

e First, look at what you're already doing, think about what controls you have
in place and how it is organised. Then compare this with the good practice
and see if there’s more you should be doing to bring yourself up to standard.
In asking yourself this, consider:

e Can I get rid of the hazard altogether?

e If not, how can I control the risks so that harm is unlikely?

e When controlling risks, apply the principles below, if possible in the
following order: try a less risky option (eg switch to using a less hazardous
chemical); prevent access to the hazard (eg by guarding); organise work
to reduce exposure to the hazard (eg put barriers between pedestrians and
traffic); issue personal protective equipment (eg clothing, footwear,
goggles etc); and provide welfare facilities (eg first aid and washing facilities
for removal of contamination).

e Improving health and safety need not cost a lot. For instance, placing a
mirror on a dangerous blind corner to help prevent vehicle accidents is a
low-cost precaution considering the risks. Failure to take simple precautions
can cost you a lot more if an accident does happen.

Step 4: Record your findings and implement them

e Putting the results of your risk assessment into practice will make a
difference when looking after people and your fundraising event.

e Writing down the results of your risk assessment, and sharing them,
encourages you to do this.

¢ When writing down your results, keep it simple, for example ‘Tripping over
rubbish: bins provided, staff instructed, weekly housekeeping checks’.

¢ We do not expect a risk assessment to be perfect, but it must be suitable
and sufficient. As illustrated by our example risk assessments, you need to
be able to show that: a proper check was made; you asked who might be
affected; you dealt with all the obvious significant hazards, taking into
account the number of people who could be involved; the precautions are
reasonable, and the remaining risk is low; and you involved your staff or
their representatives in the process.

Step 5: Review your risk assessment and update if necessary
e Things are likely to change between first conducting your risk assessment
and your fundraising event. It makes sense therefore, to review what you
are doing on an ongoing basis.
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e Look at your risk assessment and think about whether there have been any
changes? Are there improvements you still need to make? Have other
people spotted a problem? Have you learnt anything from accidents or near
misses? Make sure your risk assessment stays up to date.
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Manual Handling

At YMCA Childcare we recognise that staff need to carry out manual handling
especially in relation to lifting children. A variety of injuries may result from poor
manual handling and staff must all be aware and adhere to the settings manual
handling policy. We instruct all staff in correct handling techniques and expect
them to follow these to minimise the risks of injury.

We know that lifting and carrying children is different to carrying static loads and
therefore our manual handling training reflects this. All staff will receive training
in manual handling within their first year of employment and will receive ongoing
training as appropriate.

Preventing injuries

As with other health and safety issues, we recognise that the most effective
method of prevention is to remove or reduce the need to carry out hazardous
manual handling. Wherever possible, we review the circumstances in which staff
have to carry out manual handling and re-design the workplace so that items do
not need to be moved from one area to another.

Where manual handling tasks cannot be avoided, for example lifting children when
changing nappies, we carry out a risk assessment by examining the tasks and
deciding what the risks associated with them are, and how these can be removed
or reduced by adding control measures.

Our manual handling assessment considers the following:
e The tasks to be carried out
e The load to be moved (including moving children)
e The environment in which handling takes place
e The capability of the individual involved in the manual handling.

We expect staff to use the following guidance when carrying out manual handling
in order to reduce the risk of injury.

Planning and procedure
e Think about the task to be performed and plan the lift
e Consider what you will be lifting, where you will put it, how far you are
going to move it and how you are going to get there
¢ Never attempt manual handling unless you have read the correct
techniques and understood how to use them
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e Ensure that you are capable of undertaking the task - people with health
problems and pregnant women may be particularly at risk of injury

e Assess the size, weight and centre of gravity of the load to make sure that
you can maintain a firm grip and see where you are going

e Assess whether you can lift the load safely without help. If not, get help or
use specialist moving equipment e.g. a trolley. Bear in mind that it may be
too dangerous to attempt to lift some loads

e If more than one person is involved, plan the lift first and agree who will
lead and give instructions

e Plan your route and remove any obstructions. Check for any hazards such
as uneven/slippery flooring

e Lighting should be adequate

e Control harmful loads - for instance, by covering sharp edges or by
insulating hot containers

e Check whether you need any Personal Protective Equipment (PPE) and
obtain the necessary items, if appropriate. Check the equipment before use
and check that it fits you

e Ensure that you are wearing the correct clothing, avoiding tight clothing
and unsuitable footwear

e Consider a resting point before moving a heavy load or carrying something
any distance.

Carrying children

e If the child is old enough, ask them to move to a position that is easy to
pick up, and ask them to hold onto you as this will support you and the child
when lifting

e Do not place the child on your hip, carry them directly in front of you in
order to balance their weight equally

e Wherever possible, avoid carrying the child a long distance

e Where a child is young and is unable to hold onto you, ensure you support
them fully within your arms

¢ Avoid carrying anything else when carrying a child. Make two journeys or
ask a colleague to assist you

e If a child is struggling or fidgeting whilst you are carrying them, stop, place
them back down and use reassuring words to calm the child before
continuing

e Students and pregnant staff members will not carry children.
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Position

Stand in front of the load with your feet apart and your leading leg forward. Your
weight should be even over both feet. Position yourself, or turn the load around,
so that the heaviest part is next to you. If the load is too far away, move toward
it or bring it nearer before starting the lift. Do not twist your body to pick it up.

Lifting
Always lift using the correct posture:
¢ Bend the knees slowly, keeping the back straight
e Tuck the chin in on the way down
e Lean slightly forward if necessary and get a good grip
e Keep the shoulders level, without twisting or turning from the hips
e Try to grip with the hands around the base of the load
e Bring the load to waist height, keeping the lift as smooth as possible.

Moving the child or load

¢ Move the feet, keeping the child or load close to the body

e Proceed carefully, making sure that you can see where you are going

e Lower the child or load, reversing the procedure for lifting

¢ Avoid crushing fingers or toes as you put the child or load down

e If you are carrying a load, position and secure it after putting it down

¢ Make sure that the child or load is rested on a stable base and in the case
of the child ensure their safety in this new position

e Report any problems immediately, for example, strains and sprains. Where
there are changes, for example to the activity or the load, the task must be
reassessed.

The task

e Carry children or loads close to the body, lifting and carrying the load at
arm’s length increases the risk of injury

¢ Avoid awkward movements such as stooping, reaching or twisting

e Ensure that the task is well designed and that procedures are followed

e Try never to lift loads from the floor or to above shoulder height. Limit the
distances for carrying

e Minimise repetitive actions by re-designing and rotating tasks

e Ensure that there are adequate rest periods and breaks between tasks

¢ Plan ahead - use teamwork where the load is too heavy for one person.
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The environment
e Ensure that the surroundings are safe. Flooring should be even and not
slippery, lighting should be adequate, and the temperature and humidity
should be suitable
e Remove obstructions and ensure that the correct equipment is available.

The individual

e Never attempt manual handling unless you have been trained and given
permission to do so

e Ensure that you are capable of undertaking the task — people with health
problems and pregnant women may be particularly at risk of injury.

e Where applicable and age/stage appropriate encourage children to use
ladders up to the changing table for nappy changes rather than lifting.
Where this is not appropriate always follow the lifting process

e Use cots with a drop down side and avoid bending to lift babies from their
cot.
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Healthy Workplace

At YMCA Childcare we are committed to providing a workplace which supports and
encourages a healthy staff team through staff training, health and safety
awareness and supervisions.

Staff breaks

It is the responsibility of the Childcare Manager to ensure that all staff working six
hours or more take a break of 20 minutes, 30 minutes or 60 minutes, dependent
on hours worked and ensuring that ratios are maintained.

Staff under 18 require a break of 30 minutes in circumstances where they work
4.5 hours a day. All breaks should be taken away from an employee’s normal work
area (where this is applicable).

Personal hygiene
Staff must follow the personal hygiene code at all times and encourage children
to adopt the same good personal hygiene code themselves.

All hands must be washed before handling food, after using the toilet or toileting
children, after playing outside, wiping noses, messy play activities and after
contact with animals.

After noses have been wiped the tissue must be disposed of hygienically and hands
should be washed.

Cleaning

YMCA Childcare is committed to providing a safe, happy and healthy environment
for children to play, grow and learn. Cleanliness is an essential element of this
practice. The setting will be cleaned daily and regular checks will be made to the
bathrooms. These will be cleaned at least daily (more if necessary i.e. at lunch
time). The nappy changing facility will be cleaned after every use and potties will
be cleaned out after every use. Any mess caused throughout the day will be
cleaned up as necessary to ensure that a hygienic environment is provided for the
children in our care.

Kitchen
Staff are made aware of the basic food hygiene standards through appropriate
training and this is reviewed every three years.

e Fridges to be cleaned out weekly

e Microwave to be cleaned after every use
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e Oven to be cleaned out regularly and recorded

e Freezers to be cleaned out every three months and recorded

e All cupboards to be cleaned out monthly

e Fridge and freezer temperatures must be recorded first thing in the morning
by the manager/cook and last thing at night

e All food to be covered at all times in and out of the fridge and dated to show
when each product was opened

e Care must be taken to ensure that food is correctly stored in fridges

¢ When re-heating food, it should be over 75°C, checked with the probe
thermometer and recorded, then cooled down before serving. Food
prepared on the premises must be checked with the probe thermometer
before serving

e Food served but not used immediately should be appropriately covered and
placed in the fridge/freezer within 60 minutes. If this is not followed, food
should be discarded immediately

e All opened packets to be dated when opened and placed in an airtight
container e.g. baby food, raisins, cereal etc.

e Blended food should be placed in suitable airtight containers, named and
dated

e Surfaces to be cleaned with anti-bacterial spray

e Only appropriate coloured kitchen cloths to be used (please follow the chart
on the wall). These must be washed daily on a hot wash

¢ Windows protected by fly guards to be opened as often as possible along
with the vents

e All plugs to be pulled out of their sockets at the end of each day and
switches switched off where practicable (with the exception of the fridge
and freezer)

e Children must NOT enter the kitchen except for supervised cooking
activities

e Doors/gates to the kitchen to be kept closed/locked at all times.

Baby room

e Bottles of formula milk will only be made up as and when the child needs
them. These should be cooled to body temperature (37°C) and tested with
a sterilised thermometer to ensure they are an appropriate temperature for
the child to drink safely

e Following the Department of Health guidelines, we will only use recently
boiled water to make formula bottles (left for no longer than 30 minutes to
cool). We will not use cooled boiled water and reheat
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Bottles and teats will be thoroughly cleaned with hot soapy water and
sterilised after use (they will not be washed in the dishwasher)

Content of bottles will be disposed of after one hour

A designated area is available for mothers who wish to breastfeed their
babies or who wish to express milk

Labelled mother’s breast milk will be stored in the fridge

If dummies are used, they will be cleaned and sterilised. This also applies
to dummies which have been dropped

All dummies will be stored in separate labelled containers to ensure no
cross-contamination occurs

Sterilisers will be washed out daily.

Nursery

Staff must be aware of general hygiene in the setting and ensure that high
standards are kept at all times

Regular toy washing rotas must be established in all rooms and recorded.
Toys should be washed with sanitising fluid

Floors should be cleaned during the day when necessary. Vacuum cleaner
bags (where used) should be changed frequently

Staff are requested to use the appropriate coloured mop for the task or area
(see chart on wall) and mop heads should be washed in a separate wash at
least weekly

Face cloths should be washed on a hot wash after every use and not shared
between children

Low chairs must be cleaned thoroughly after every use. Straps and reins
must be washed weekly or as required

Every child should have its own cot sheet which should be washed at the
end of every week or whenever necessary

All surfaces should be kept clean and clutter free

Children must always be reminded to wash their hands after using the
bathroom and before meals. Staff should always encourage good hygiene
standards, for example, not eating food that has fallen on the floor
Children should learn about good hygiene routines and why they need to
wash their hands, wipe their noses and cover their mouths when coughing.

Staff rooms

It is the responsibility of every member of staff to ensure that their staff
room is kept clean and tidy

Fridges must be cleaned out weekly

Microwave to be cleaned after every use
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e Surfaces to be wiped down daily
e All implements used for lunch or break to be washed and tidied away.
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Animal Health and Safety

At YMCA Childcare we recognise that pets can help meet the emotional needs of
children and adults. Caring for pets also gives children the opportunity to learn
how to be gentle and responsible for others and supports their learning and
development.

Childcare pets
From time to time we may have Childcare pets. In this case the following will be
followed:
e Permission slips are obtained from parents to seek written permission for
their child to be involved in caring for the animal at the setting
e A full documented risk assessment is completed, including considerations
for children with any allergies
e All pets are homed appropriately and securely
e Children are encouraged to help staff clean out the pets, however Protective
equipment such as gloves and aprons are used , and children are supervised
at all times
e We ensure all pets have had all of their relevant vaccinations, are registered
with the vet and are child-friendly
e Pets are not allowed near food, dishes, worktops or food preparation areas.
Children will wash their hands with soap and water after handling animals,
and will be encouraged not to place their hands in their mouths while pets
are being handled. The staff will explain the importance of this to the
children
¢ Children will be encouraged to leave their comforters and dummies away
from the animals to ensure cross-contamination is limited.

Pets from home

e If a child brings a pet from home to visit the setting as a planned activity,
parents of all children who will be in contact or in the same area as the pet
are informed. We obtain written permission from parents to ensure no child
has an allergy or phobia. We complete a full, documented risk assessment
prior to the pet visiting and analyse any risks before this type of activity is
authorised.

e Pets will not be allowed near food, dishes, worktops or food preparation
areas. Children will wash their hands with soap and water after handling
animals and will be encouraged not to place their hands in their mouths
during the activity. The staff will explain the importance of this to the
children
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e Children will be encouraged to leave their comforters and dummies away
from the animals to ensure cross-contamination is limited.

Visits to farms

e A site visit must be made by a senior member of staff before an outing to
a farm can be arranged. We check that the farm is well-managed, that the
grounds and public areas are as clean as possible and that suitable first aid
arrangements are made. Animals should be prohibited from any outdoor
picnic areas

e We check that the farm has suitable washing facilities, appropriately
signposted, with running water, soap and disposable towels or hot air hand
dryers. Any portable water taps should be appropriately designed in a
suitable area

¢ We will ensure that there is an adequate number of adults to supervise the
children, taking into account the age and stage of development of the
children

¢ We will explain to the children that they will not be allowed to eat or drink
anything, including crisps and sweets, or place their hands in their mouths,
while touring the farm because of the risk of infection and explain why

¢ We will ensure suitable precautions are in place where appropriate e.g. in
restricted areas such as near slurry pits or where animals are isolated.

During the visit

e If children are in contact with, or feeding animals, we will warn them not to
place their faces against the animals or put their hands in their own mouths
afterwards, and explain why

¢ We will encourage children to leave comforters (e.g. soft toys and blankets)
and dummies either at the setting, in the transport used or in a bag carried
by a member of staff to ensure cross-contamination is limited

e After contact with animals and particularly before eating and drinking, we
will ensure all children, staff and volunteers wash and dry their hands
thoroughly. If young children are in the group, hand washing will be
supervised. We will always explain why the children need to do this

e Meals, breaks or snacks will be taken well away from the areas where
animals are kept and children will be warned not to eat anything which has
fallen on the ground. Any crops produced on the farm will be thoroughly
washed in portable water before consumption

¢ We will ensure children do not consume unpasteurised produce, e.g. milk
or cheese
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e Manure or slurry presents a particular risk of infection and children will be
warned against touching it. If they do touch it, we will ensure that they
thoroughly wash and dry their hands immediately

e We will ensure all children, staff and volunteers wash their hands thoroughly
before departure

e We will ensure footwear and clothing is as free as possible from faecal
materials.
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Environmental Sustainability Policy
At YMCA Childcare we wish to support children to learn about sustainable practices
and foster respect and care for the living and non-living environment.

Children are able to develop positive attitudes and values about sustainable
practices by exploring solutions to environmental issues, learning about the world
around them and how to protect it and watching adults role model sustainable
practices.

We promote a holistic, open ended curriculum which explores ideas and practices
for environmental sustainability and helps children understand the
interdependence between people and the environment by:
¢ helping children to explore nature through art and play
e supporting children to experience the natural environment through natural
materials like wood, stone, sand and recycled materials
e support the environment by learning how to grow and nurture plants in the
nursery garden and discovering all about the food cycle by growing,
harvesting, and cooking food for our nursery menu
e help children to learn about water conservation, energy efficiency and waste
reduction through play based activities and adult interactions
e going on nature walks and learning about plants they see in the local area
e encouraging parents and children to walk to nursery once a week / month
to raise the awareness of caring for the planet
e developing a recycling area and encouraging children to share recycling
ethos into the home environment.

As a setting we will embed sustainability into all aspects of the operations
including:
e recycling materials for art and creative activities and encouraging parents
to bring in their recycling materials for the same use
¢ when children take home models from recycled materials ensuring parents
recycle these materials if they do not keep them
e considering our carbon footprint when purchasing materials
e shopping local where possible
e turning off equipment and lights when not in use
e using energy saving light bulbs
e not leaving any equipment on standby
e unplugging all equipment at the end of its use/the day
e using energy saving wash cycles on the washing machine.
e composting food waste
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Wor

incorporating water-wise strategies such as ensuring taps are turned off
and leaks fixed
using rain water butts for outdoor water play
recycling water from the water play to water plants outside
using food that we have grown in our meals.
king together with all our parents and partners will help our environment to

be more sustainable and make it a better place for our future generations to grow
up in.

We

assess our nursery’s impact on the environment on a regular basis and put

procedures in place to counteract this impact.

Ino

rder to encourage children not to waste food or to play with food at mealtimes,

we discourage the use of food as a play material; instead we encourage activities
which involve preparing and tasting different types of food.

This policy is reviewed annually and is carefully considered in the best interests of

the

children, nursery and the environment.
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Alcohol and Substance Misuse

At YMCA Childcare we are committed to providing a safe environment that helps
to ensure the welfare of the children in our care. This includes making sure that
children are not exposed to adults who may be under the influence of alcohol or
other substances that may affect their ability to care for children.

Alcohol
Under the Health and Safety at Work Act 1974, companies have a legal
requirement to provide a safe working environment for all of their employees.

Anyone who arrives at the setting clearly under the influence of alcohol will be
asked to leave.

If they are a member of staff, YMCA Childcare will investigate the matter and will
initiate the disciplinary process as a result of which action may be taken, including
dismissal.

If they are a parent the setting will judge if the parent is suitable to care for the
child. The setting may call the second contact on the child’s registration form to
collect them.

If a child is thought to be at risk the setting will follow the safeguarding
children/child protection procedure and the police/children’s social services may
be called.

If anyone arrives at the setting in a car under the influence of alcohol the police
will be contacted.

Staff, students, parents, carers, visitors, contractors etc. are asked not to bring
alcohol on to the childcare premises.

Substance misuse

Anyone who arrives at the setting under the influence of illegal drugs, or any other
substance including medication, that affects their ability to care for children, will
be asked to leave the premises immediately.

If they are a member of staff, an investigation will follow which may lead to
consideration of disciplinary action, as a result of which dismissal could follow.

If they are a parent the setting will judge if the parent is suitable to care for the
child. The setting may call the second contact on the child’s registration form to
collect them.

If a child is thought to be at risk the setting will follow the safeguarding
children/child protection procedure and the police may be called.
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The setting will contact the police if anyone (including staff, students, volunteers,
contractors and visitors) is suspected of being in possession of illegal drugs or if
they are driving or may drive when under the influence of illegal drugs.

If they are a member of staff serious disciplinary procedures will be followed.

If a member of staff is taking prescriptive medication that may affect their ability
to work, they must inform the Childcare Manager as soon as possible to arrange
for a risk assessment to take place.

Safeguarding/child protection

If a parent or carer is clearly over the alcohol limit, or under the influence of illegal
drugs and it is believed the child is at risk we will follow our safeguarding/child
protection procedures, contact Local Authority children’s social care team and the
police.

Staff will do their utmost to prevent a child from travelling in a vehicle driven by
them and if necessary the police will be called.

Where an illegal act is suspected to have taken place, the police will be called.

We regularly review our health and safety practice, with regular training for staff
available (please see certificate folder on site). Health and safety concerns are
discussed during both staff meetings and supervisions. Relevant concerns are then
passed on to our maintenance team with immediate actions being taken where
ever possible.
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