
 

Health & Safety Policy 

Gingerbreads Out of School Care Ltd is committed to taking all necessary measures to ensure the safety of 
children, parents and staff. We will do everything required to minimise the chance of harm coming to 
anyone and to make sure we comply with all aspects of the law relevant to the setting, and the welfare, 
health and safety requirements of the EYFS and Ofsted. 

We comply with The Health and Safety at Work Act 1974 and the Workplace (Health, Safety and Welfare) 
Regulations 1992 at all times and display the “Health & Safety Law” poster. 

The club has appropriate insurance cover, including employer’s liability insurance and public liability 
insurance. 

Our safety organisation 

Keeping the club safe is the joint responsibility of the employer, deputy and staff. 

When in the club, the employer will maintain a high awareness of all safety issues and set a good 
example at all times. At each staff meeting, safety will be an agenda item where any injuries, accidents, 
incidents or safety issues will be considered and addressed. The employer will ensure that general and 
fire risk assessments are carried out, together with ensuring that the resulting precautions are 
effectively put in place. Results of safety inspections and any necessary actions will be reviewed and 
attended to if not already done. 

The employer is the manager of the clubs and she, along with the operations manager shall be 
responsible for the day to day safe running of the club and overseeing staff. They will maintain a high 
awareness of safety at all times and ensure all safety measures are in place and followed. They will carry 
out periodic safety inspections and put right as soon as is possible. 

Other staff will support and co-operate with the management team in all safety matters and ensure that 
the children are safe at all times. They will make sure the children’s activities are carried out in a safe 
manner and that all equipment is inspected for damage before use. Also, that they carry out any other 
duty or task to assist in maintaining the welfare, health and safety of the club which may be reasonably 
requested of them. 

Arrangements 

Premises 

The club will ensure that the room remains safe through a weekly inspection. This will take the form of a 
checklist on which the condition of all items inspected will be recorded. Defects will be noted down and 
remedied. Any other defect seen at any time is to be reported immediately to the manager/deputy. 
Fixtures & fittings defects shall be reported to the school caretaker. 

A fire risk assessment is in place and will be reviewed at least annually. A fire alarm break point is 
provided in the foyer which is to be activated immediately in case of fire and a fire blanket is on site for 
use in the kitchen area. There are two exits from the club; one is a designated fire exit and is clearly 
marked and kept clear and accessible at all times. Flammable materials will be minimized and smoking 



and matches are not allowed on the premises. Fire extinguishers will be provided by the school and will 
be serviced annually as per there fire safety risk assessments. 

The school manages and maintains all building and electrical matters. 

Children will be closely supervised with kitchen equipment, when in use, they will never be left 
unattended. 

External doors will be locked from the inside at all times (subject to the escape requirements identified 
within the fire risk assessment) when the club is in session and only opened to known people. 

Windows at the club are not accessible by children. Finger guards are fitted to all relevant doors in the 
club to prevent trapping of fingers at the hinged sides. 

All hazardous materials and substances will be kept out of reach to children whilst in session and locked 
away when not in use. The premises will be tidied and cleared at the end of the day. Any spillages must 
be removed immediately. Cleaning will be carried out by cleaning staff after the club has closed. 

Our outdoor area will be checked daily before the children go out for security and safety. 

Equipment 

We will check all new equipment and materials before purchase to ensure that it is safe and has a CE 
mark. 

Equipment and play resources will be checked on use daily through visual checks. Any defects found will 
be reported to the management and remedied before use. 

Electrical equipment/appliances will be visually checked by users before each use and more closely 
inspected and tested periodically in accordance with HSE recommendations. Portable Appliance Testing 
will be carried out at suitable times. 

Any materials stored at height will be brought down using proper access steps to safely reach equipment 
at high levels. Steps may only be used by trained people and items such as chairs or tables must not be 
stood upon to gain access. 

Flammable materials will be minimized and not placed where there is risk of ignition, for example near 
heaters or lights. 

Procedures 

Smoking is prohibited and no drugs or alcohol may be brought on the premises. Hot drinks are not 
permitted during after school sessions. 

We will ensure all staff are familiar with our fire, evacuation and emergency procedures and will 
practice them twice termly. If help is required, the emergency services can be called from the club 
mobiles by dialling 999. The local doctors’ surgery phone number is 01366 310301. 

The premises, our environment and tasks and activities with significant hazards will be risk assessed to 
ensure they can be done safely and without harm to anyone, either children, staff or others. This 
includes tasks such as lifting, moving equipment and cleaning. All staff will be involved in this process 
and made familiar with what to do and how to do it. 

Outings will also be fully risk assessed, to include the necessary adult: child ratios, the nature of the 
outing, and any particular hazards associated with the outing. Assessments will be reviewed prior to 
embarking upon each outing. We will ensure that we take all necessary equipment to ensure the safety 
of children and adults, to include emergency contact details, a first aid kit (plus at least one paediatric 



trained first aider) and mobile phone. Parental permission will be obtained in writing before children are 
taken on the outing. 

People 

Children will be supervised at all times and any activities or behaviour which could lead to harm will be 
prevented, with the reasons for this being explained to the child as far as possible. The club outlines 
rules for children to follow for the safety of everyone at the club. We regularly review and discuss the 
rules with children, highlighting their importance. Safe behaviour will be encouraged by staff. 

Children are not allowed to leave the club premises during the session unless prior permission has been 
given by the parents (for example, to attend other extra-curricular activities).  

All new staff will be made aware of this policy and trained in our safe procedures, rules and outcomes of 
risk assessments. These procedures take special account of the risks to young workers and expectant 
mothers. 

All persons are required to sign in and out when entering/leaving the setting and must act safely and 
responsibly while in the club, setting a good example to the children at all times. All visitors to the club 
must sign the Visitor Log and give the reason for their visit. Visitors will never be left alone with the 
children.  

Our staff will be trained and competent and our needs for training will be reviewed at least annually. 
Any member of staff who disregards safety instructions or recognised safe practices will be subject to 
disciplinary procedures. 

Other requirements 

All staff will be paediatric first aid trained and there is an approved first aid kit on site at all times. This 
will be checked by management and contents replenished as they are used. 

All injuries or accidents, and first aid treatments given will be recorded on an accident record by the 
relevant staff member. “Reportable” accidents or injuries under “RIDDOR 95” (serious or over 3 days) 
will be reported via the HSE’s central reporting line/website on form F2508, and also to Ofsted and the 
Local Authority. 

We encourage any further comments or suggestions from staff or parents, which should be made to the 
management. 

Related policies 

See also our related policies: Illness and Accidents, Emergency Evacuation, Healthy Eating, 
Safeguarding, Administering Medication, Risk Assessment, Manual Handling, Fire Safety, and Intimate 
Care, Visitor. 

 
 
 
 
 
 
 
 
 
This policy was adopted by: Gingerbreads Out of School 
Care Ltd 
 

Date: Aug 2019 

To be reviewed: Aug 2020 
 

Signed: J. Clayton 

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2017): Safeguarding 
and Welfare Requirements: Safety and suitability of premises, environment and equipment [3.54-3.64]. 


