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                         Safety Practice and Procedures Document
                             (Including Site Security/Missing Child)
The safety of young children is of paramount importance.  In order to ensure the safety of both children and adults the setting will ensure that:

KITCHEN - 
All dangerous materials, medicines, cleaning materials are stored out of reach of the children and locked in a cupboard outside of the kitchen area. Children do not have unsupervised access to the kitchen, cooker or any cupboards storing hazardous materials including matches.  Cleaning schedules are completed twice daily. All medicines which require refrigeration (as stated on the label) are kept in the fridge.
WINDOWS & Doors - Windows are double-glazed and at a high level out of the reach of children.  Precautions are taken to prevent children’s fingers from being trapped in doors.  Fire doors are never obstructed.  The main setting door is kept locked and bolted at all times but is easily opened by an adult in the case of emergency.

FLOORS - All surfaces are checked daily to ensure they are clean and not uneven or damaged. All floors are swept, mopped and hoovered daily and logged on cleaning schedules.

ELECTRICAL/GAS EQUIPMENT - All electrical and gas equipment conforms to safety requirements and is checked regularly.  The temperature of hot water is controlled to prevent scalds.  Plug sockets all have safety plugs.     Heaters, electric points, wires and leads are adequately guarded.  All portable electrical equipment is PAT tested annually, all other electrics are checked every five years and gas equipment is serviced annually.  The setting has five smoke detectors, which are linked to each other and is also equipped with two Carbon Monoxide Detectors.  Procedures for emergency evacuation will be followed if the Carbon Monoxide detector goes off.  
STORAGE - All resources and materials which children select are stored safely.  All equipment and resources are stored or stacked safely to prevent them accidentally falling or collapsing.

OUTDOOR AREAS - The outdoor areas are secure, and risk assessed, checked thoroughly and cleared of debris before any outdoor activities commence.  Any comments are recorded on the outdoor check list which is completed daily.
ACTIVITIES - All materials used in activities are non-toxic.  Children who are sleeping are checked regularly and information recorded in the ‘sleep file’. Equipment is checked regularly and recorded. The layout and space ratios allow children and adults to move safely and freely between activities. 
VISITOR’S POLICY - All visitors, students, and volunteers, including parent/carers are asked to sign the visitor’s book.  All visitors must wear a visitor’s badge and must adhere to the Setting’s Policies & Procedures, paying particular attention to Safeguarding & Confidentiality.  These Policies will be provided for your referral.  All other policies are available on request. Visitors will be asked to show a form of identification in order for staff to allow them entrance to the premises.  Parents/carers will be required to make an appointment to look around the setting in the interest of security.  
SITE SECURITY – The setting is committed to providing care for children/young people in a safe and
secure environment.  All staff have an individual and collective responsibility to ensure that they have continuous regard for the safety and security of all children/young people within the setting.  Parents/carers are encouraged to talk to their children/young people about the importance of remaining safe and not leaving the premises, especially the Oosc during the session.  These messages will be reinforced by both the setting and its staff.  Safety and security procedures will be regularly reviewed by the Manager in consultation with staff and parents/carers.   All exits from the premises will be locked at all times.   When parents/carers bring and collect their children the main door of the setting is supervised by a member of staff which ensures that children cannot leave unobserved/unattended whilst allowing a rapid exit for everyone in the event of an emergency.     
Only regular members of staff will be allowed to open the main door to the setting. The intercom and peephole should be used at all times.  If a member of staff is unsure of anyone’s identity, then confirmation will be sought from another member of staff before opening the door.  During opening hours, the main room is used by and solely available to the setting, its staff and the children.  When there are groups using other rooms within the building the white security door in the corridor is locked to stop the children going beyond the coat pegs in the corridor.  The children will NOT access the toilets beyond the door unsupervised and no child will be left unsupervised in the kitchen area.   

SUPERVISION - Children/young people will not be left unsupervised at any time during activity sessions.  Whilst eating, every child will be within sight and hearing of a member of staff and there will always be a member of staff in the room with a valid paediatric first aid certificate.  In the event of a staff shortage due to an emergency situation, available space will be restricted to ensure that children/young people are adequately supervised in accordance with the staff ratio provisions.  All staff will be aware of the number of children present in the setting at all times this information is recorded in several places within the setting.  The numbers of children are changed, and the registers are updated, indicating the time and number of children present whenever a child leaves the setting mid-way through a session or if they arrive late.

MISSING CHILD

The setting has measures in place to prevent any child going missing, these measures are listed below.  

1. All staff will be aware of the number of children present in the setting at all times, see procedures detailed above.  

2. The key person of new children will take extra care to ensure that those children and their parents/carers know areas where they may and may not go within the setting.  The key person will also seek advice from parents/carers new to the setting so that they are forewarned about particularly adventurous children.

3. All the children and parents/carers in the setting should know the rules and the reasons for them.  The children will be invited to establish the rules of the setting and update them regularly.

4. Parents/carers and staff should work together for the safety of all the children in the group. New parents/carers should be helped to take an active role by being made aware of the safety procedures of the setting and being encouraged to alert a member of staff if they notice a child whose behaviour suggests that she or he might be thinking of trying to leave.

Find out quickly

The chances of finding a missing child safe are greatest if the child’s absence is soon discovered.  The key person system offers enormous advantages as it is very easy for a key person to be aware of the few children for whom she/he is especially responsible and if one appears to be missing the key person will know at once which child it is.  Regular headcounts are done throughout the sessions, especially when going outdoors and coming back into the building.   

If it is suspected that a child may be missing the following procedures will be followed: -
Search systematically

The group is responsible for the missing child and also for the other children in the group.  One advantage of the high adult: child ratio in the setting is that in any emergency some adults can be freed to respond to the new situation without neglecting the needs of the other children.  In this situation the staff would gather the remaining children into one large group and keep them occupied by having a story, singing songs etc.  Without alarming the children, they may be asked if they have seen the missing child.

All adults will be informed, and the manager will check that all staff are present and will then establish who saw the missing child last, when the child was last seen, their location and what they were doing.

Every room in the building will be checked and any accessible outside areas, i.e. the gardens.
The building is sometimes used by others in which case they will be informed and asked if they have seen the missing child.
In the event that a child cannot be found within the Setting the following procedures will be followed: -
1. Parents/carers
A member of staff will inform the parents/carers in a calm manner, that their child cannot be located.  They will be alerted that the missing child may try and make his/her way home.  If we cannot contact the parents/carers, one member of staff will make the journey on foot to the child’s home providing they live within walking distance, to see if the child has made their way home.
2. The Police
If, having followed the procedures above, the child has not been located the police will be called as they have the resources to conduct a more detailed search and speed is vital.

13 November 2024
Signed ________________________________   Helen Donlan (Manager)
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