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Health and Safety Policy 
  

 

Being free being me considers health and safety to be of utmost importance. We follow the 
most updated legislation regarding H & S to ensure the safety of our students, staff and 
families.  
 
● All staff and volunteers understand and follow our H & S procedures. They receive 

information on health and safety matters, and receive training where necessary for 
assessing, maintaining and dealing with risks.  

● Our risk assessment is dynamic with risks being constantly assessed.  
● All accidents, incidents and dangerous occurrences are properly reported and further 

reviewed to Ofsted and RIDDOR. 
 
● Managers conduct a more in-depth safety review every term that includes safety 

checks of the following:  
 
● Electrical hazards – are there any electrical hazards i.e. bare wires, wires hanging 

out, broken insulation, overloading of extension leads. 
● Arson hazards – Is there rubbish/paper work around which could be a specific risk 

because of its location?  Are there any specific arson risks caused by specialist 
equipment, if so, are they kept safely? 

● Slips trips and falls – Are there any hazards that can cause people to slip or fall over 
i.e. cables, uneven floors steps, etc. 

● Fire exits and routes – Are all the fire routes clear, are all the fire exits clear, are the 
fire doors closed, and is there sufficient signage? 

● Firefighting equipment – Is the equipment in good order, does the label on it say that 
it has been tested within the last year? 

● Lighting particularly in outside areas – If machines are used, is there sufficient 
lighting to safely use them, if outside areas are under your management, is the lighting 
suitable to use them safely. 

● Manual handling hazard – Are there any practices that pose a risk? 
● Chemical hazard – Are there chemicals used in your area and, if so, have COSHH 

Assessments been done with safe systems of work put into place? 
● Display screen hazard – Do any DSE areas clearly fail to meet H&S requirements, 

are there any inappropriate computer chairs? 
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● Signage – Are there adequate safety signs in the area? 
● New risks outdoors- Is there anything new that needs to be added in terms of using 

the outdoors?  
 
 
Risk management  
 
At Being Free Being Me, we understand the potential benefits of allowing learners to take 
controlled risks. Risks are an important part of the learning process.  
 
We provided a supportive environment in which learners can take challenges taking into 
account their personal safety.  
 
In our risk assessment we have taken into account all the following: dangers or hazards, 
how they might harm and who, existing precautions and extra measures to be added.  
 

 
General (indoors and outdoors)  
 
  

● Phones and emergencies: several working telephones with emergency details are 
available on the premises and outdoors at all times.  

● Medication: medication for children whose care plan requires us to administer these 
is available at all times.  

● Ratio: our ratio is 1 adult to 3 or 4 children.  

● Behaviour is well managed to avoid accidents. See behaviour policy  
●  Equipment/resources: our equipment is to be kept clean, well maintained and in 

good working order. We select equipment and resources with care, and assess 
suitability before the children are allowed to use them. Broken equipment is 
disposed of promptly.  

● Handling food: staff handling food holds a food hygiene certificate. Staff ensures 
that children wash their hands before handling food or drink and after using the 
toilet.  

● Premises: 
-fire safety: smoke detectors and alarms conform with standards. Exit routes are clearly 

marked. Assemble point outside is clearly marked and staff and children are aware 
of location.  Fire evacuation drill is practiced regularly and records are kept. Basic 
firefighting equipment is regularly checked (fire extinguishers, fire blankets) and 
issues spotted and dealt with.  
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Personal Egression Evacuation forms are completed for learners that require individual 
plans due special needs (i.e. wheelchair user) or others such as behavioural issues 
that can impede their exit (i.e.: child refusing to leave)  

For more information regarding fire safety at work: 
 https://www.gov.uk/workplace-fire-safety-your-responsibilities 
 

-Electrical equipment and electrical systems: staff to ensure all electrical equipment has a 
PAT test label with dates and is in good working order. Staff to report any electrical 
equipment that is damaged.  

At the end of the day managers and staff ensure that all electrical equipment has been 
switched off. We follow our duty to maintain electrical equipment and electrical 
installations.  We keep a record of our appliances, date of purchase and date of 
latest check or inspection (electrical equipment every year, electrical installation, 
every 3 to 5 years).  

- Water systems are checked to ensure that the water supplies are suitable for human 
consumption.  

 
A log book is available for all parties using the premises at The Chevening Hub to record 

issues or file checks. We conduct fire evacuation drills and more thorough health 
and safety checks once a term. 

 
● Hygiene general: we maintain high standards of personal hygiene, and take all 

necessary steps to prevent and control the spread of infection. A clean environment 
is maintained at all times. Waste is disposed of safely.  

● Illnesses: we follow the recommendations of Public Health England regarding the 
control and management of illnesses and diseases:  

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facil
ities 

 
● First Aid boxes: these are checked and items are replaced accordingly. We always 

ensure we have several first aides present and several first aid kits.  
 

●  Incidents and accidents: Staff keep a record of incidents and accidents. Complete 
the appropriate forms and logs and file documents.  

 
● Registers: these need to be present and available at all times with all details about 

learners such as food requirements, allergies, etc.  
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● Visitors need to always be properly identified and never be left alone with the 
children (indoors and outdoors). Visitor to keep their phones away. Photos or videos 
of children are prohibited.  

 
● Manual handling: staff are trained in manual handling in regards to handling 

learners when needed or resources. They are reminded to squat down with feet 
apart, use thigh muscles to do lifting. Keep children close to the body when lifting, 
not twisting the body, avoid overarching.  

 
● Use of mobile and recording devices: visitors or any unauthorized staff are not to 

use their mobiles to take any photos or videos of learners. Staff to remind parents 
and visitors to not use their phones for photos, videos or phone calls both inside or 
in nature settings.  

 
● While children are inside our premises all doors (2) are securely locked and 

supervised at all times. 
 

● COSHH: All cleaning products are properly stored and kept away from the reach of 
children.  

All spillages of blood, faeces, saliva, vomit, nasal and eye discharges should be cleaned 
up immediately, wearing PPE. Staff to clean spillages using a product which 
combines detergent and disinfectant (and ensure it is effective against both bacteria 
and viruses). Always follow the manufacturer’s instructions. Use disposable paper 
towels or cloths to clean up blood and body fluid spills, and dispose of using yellow 
bin.  See COSHH policy and procedure.  

 
● Sanitary facilities: hand wash basins available with warm running water along with a 

mild liquid soap.  
Available disposable paper towels next to basins in wall mounted dispensers, together with 

a nearby foot-operated waste paper bin. 
 
Outdoors learning 
 
Every element of the outdoors has been considered in our risk assessment. We use 
approved and insured transport to take children from our indoor setting to our outdoor 
setting which complies with H & S regulations. 

 All the necessary equipment, first aid kits, medication, drinking water, toiletries, etc are 
always accessible outdoors.  
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● Other resources: staff to support children to carry their bags with spare clothes, 
beakers, snacks and other items they might need.  

 

● Weather: 

 In the event of difficult weather (strong winds or cold weather), managers will use their 
best judgment to cancel outdoor sessions. Alternative indoor sessions will be offered.  

➔ If we are experiencing winds of 25-30 mph or more  
➔ If we are experiencing cold weather (see chart below)  

 
● Weather & Clothing: clothing advice is given to participants and their parents/carers 

prior to their start date in the parent’s handbook for indoor and outdoor learning 

 
● Travelling in the community: all parents sign a number of consent forms for children 

to be able to travel to access woodlands and parks and sometimes to access 
educational activities in the community. Children to wear high visibility vests. Staff to 
count children regularly.  

 
A daily register is completed of all students at arrival and again once students are sitting 
inside the minibus. The same applies at the time of leaving the outdoors setting.  
Staff to ensure all learners are appropriately strapped and child locks are in place.  
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Transport for students is known to all staff, approved, has the right insurance in place and 
meets all the regulations in terms of transporting children from 2 to 5 and staff.  
 
In places in which there is not assigned parking space while using the community staff to 
minimise risks and monitor students at all times (staff leading at the front, middle and end 
of rows, children walking on the inside of the pedestrian side, etc)  
 

 
● Boundaries to be established while outdoors with physical delimitations and rules 

explained to children.  
● Walks during nature activities are supervised by a member of staff at the front, one 

in the middle and one at the back  
 

● Staff to make children aware to not lick or eat anything found in the outdoors 
 

● Children to always wash their hands before eating with soap and water  
 

● Fungi, plants and others: staff to point to the children what different mushrooms or 
hazardous plants look like. Children and staff are not allowed to forage for anything 
edible such as mushrooms, leaves or berries. Some species can cause nausea, 
vomiting and stomach cramps. Any serious reaction or in the case of suspecting 
ingestion, group to follow emergency incident procedure.  

 
● Biting & Stinging Insects: Insect bites and stings can be common, particularly in 

spring and summer, and usually cause only minor irritation. In rare cases, people 
can have a serious allergic reaction to a bite or sting that requires immediate 
medical treatment - if this is the case then a leader will refer directly to the First Aid 
policy. 

  
If ticks are known to exist in proximity to a site then all participants need to check or be 
checked for ticks as soon as possible following any activity on site. When a tick is 
found on a participant, a gauze should be placed over it and parents/carers informed 
at the end of the session so that they can contact the child’s GP for safe removal.  

 
Information on safe removal of ticks can be found at 
www.tickbitepreventionweek.org/tick-removal. 

 
● Animals:  
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Dogs should always be ‘kept under control’ by the owner and if necessary, moved away 
from near children if the animal attempts to approach children.  

 
If any dogs appear to get closer and have no lead the following applies: member of staff 
to remind owner to quickly secure their pet; staff to be vigilant of any stray animals trying 
to make contact with children. 

If an animal gets too close to our group, remind children to wrap their arms across their 
chest and stay where they are. Staff to assist and encourage animals to move away.  

 Children are to be reminded to avoid approaching dogs and other animals like squirrels 
or birds.  

If an animal was to make contact with children and an accident should arise from it, staff 
would refer to the accident policy and procedure.  

 
● Members of the public:  

 
While accessing the outdoors staff to ask members of the public to kindly walk around the 

setting (boundaries) where the children are learning and playing.  
Staff must not engage in conversation with members of the public, parents, visitors, 
parents coming for tasters, etc as by doing so they could put other students at their charge 
at risk. Manager to deal with all the scenarios described above.  
 
If there is any interference from any members of the public, they will be asked to contact 
us once the children are safe with their parents so we can discuss the matter, 
suggestions, complaints or praises.  
 If the situation escalates to a dangerous level staff will follow the Emergency Action Plan. 
Staff to make members of the public aware of the prohibition to record children by taking 
photos of videos.  
 

● Environment: Staff to follow the ‘no trace approach’ and clear site of anything left 
behind  
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Protocol for responding to a suspected case of Covid-19 (also see sickness and 
infectious illness policy).  
 
Children or staff should not attend if they have symptoms, or if anyone in their house has                 
symptoms. If they have symptoms they should test for covid-19.  

The main symptoms of coronavirus are: 

● a high temperature 
● a new, continuous cough 
● a loss of, or change to, your sense of smell or taste 

If anyone becomes unwell with a new, continuous cough or a high temperature whilst at               
our Nursery they must be sent home and advised to follow the staying at home guidance.                
They must test for covid-19.  
If a child becomes unwell with a new,continuous cough or a high temperature whilst at our                 
setting and needs direct personal care until they can return home, we proceed to the               
following steps: 

- The child will be moved away from the group and cared for with appropriate adult               
supervision. This adult should wear PPE whilst caring for the child. 

- A fluid-resistant surgical face mask and disposable gloves must be worn by the             
supervising adult. 

- If they need to go to the bathroom while waiting to be collected, they will need to                 
use the toilet tent or changing area. This will then be cleaned immediately after they               
have used it. 

- We will promot the ‘catch it, bin it, kill it’ approach when a child coughs or sneezes.  
- Upon collection parents will be asked to maintain social distancing ( remaining 2             

metres away from other adults) 
- We will advise parents to not visit the GP, pharmacy, urgent care centre or a               

hospital. 
- If a member of staff has helped someone who was taken unwell with a new,               

continuous cough or a high temperature, they do not need to go home unless they               
develop symptoms themselves or the child/adult tests positive for covid-19. They           
should wash their hands thoroughly for 20 seconds after any 
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- contact with someone who is unwell.  
 

- In an emergency, we call 999 if they are seriously ill or injured or their life is at risk.  
- The parent will be contacted by phone and will be given details of the hospital that                

the child will be taken to and will meet the child and 1 accompanying adult at the                 
hospital. Staff will be provided with PPE in such an event. 

- Line managers will maintain regular contact with parents of the child during this             
time. 
 

 
Covid 19 tests:  

 
- Staff can arrange a test here: 
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested#how-to-arrange-a
-test 
- Families who need to test children need to call 111 to arrange their children’s test. 
- Under 5’s cannot use the 111 online coronavirus service but can be tested using               
111 as a call service.  

 
 
Protocol for cleaning when a suspected case of Covid 19 has left the setting 
 

Public areas where a symptomatic individual has passed through and spent minimal time, 
such as corridors, but which are not visibly contaminated with body fluids can be cleaned 
thoroughly as normal. 

All surfaces that the symptomatic person has come into contact with must be cleaned and 
disinfected, including: 

● objects which are visibly contaminated with body fluids 
● all potentially contaminated high-contact areas such as bathrooms, door handles, 

telephones, grab-rails in corridors and stairwells 

Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, 
floors, chairs, door handles and sanitary fittings, following one of the options below: 
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● use either a combined detergent disinfectant solution at a dilution of 1,000 parts 
per million available chlorine 

or 

● a household detergent followed by disinfection (1000 ppm av.cl.). Follow 
manufacturer’s instructions for dilution, application and contact times for all 
detergents and disinfectants 

or 

● if an alternative disinfectant is used within the organisation, this should be 
checked and ensure that it is effective against enveloped viruses 

Avoid creating splashes and spray when cleaning. 

Any cloths and mop heads used must be disposed of and should be put into waste bags 
as outlined below. 

When items cannot be cleaned using detergents or laundered, for example, upholstered 
furniture and mattresses, steam cleaning should be used. 

Any items that are heavily contaminated with body fluids and cannot be cleaned by 
washing should be disposed of. 

Laundry 
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Wash items in accordance with the manufacturer’s instructions. Use the warmest water 
setting and dry items completely. Dirty laundry that has been in contact with an unwell 
person can be washed with other people’s items. 

Clean and disinfect anything used for transporting laundry with your usual products, in line 
with the cleaning guidance above. 

Waste 

Waste from possible cases and cleaning of areas where possible cases have been 
(including disposable cloths and tissues): 

1. Should be put in a plastic rubbish bag and tied when full. 
2. The plastic bag should then be placed in a second bin bag and tied. 
3. It should be put in a suitable and secure place and marked for storage until the 

individual’s test results are known. 

Waste should be stored safely and kept away from children. You should not put your 
waste in communal waste areas until negative test results are known or the waste has 
been stored for at least 72 hours. 

● if the individual tests negative, this can be put in with the normal waste 
● if the individual tests positive, then store it for at least 72 hours and put in with 

the normal waste 

Source: 
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/
covid-19-decontamination-in-non-healthcare-setting 
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This policy was adopted by: Being free being me 

 

Date: 1th June   2020 

To be reviewed: when new advice or information is 

available 

Signed: Maria Souto Varela and 

Catia Lopes 
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