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Cedars considers health and safety to be of utmost importance. We comply with the Health and Safety at Work Act 1974 and the Workplace (Health, Safety and Welfare) Regulations 1992 at all times. This policy works in conjunction with the school’s health, safety and wellbeing policy, whereby this policy contains only additions specific to the systems, operations and procedures of Cedars. 
This policy is also used in conjunction with: 
· Cedars fire safety policy
· Cedars risk assessment policy
· Cedars emergency evacuation procedure policy
· Cedars accidents, illnesses and emergencies policy
· The School’s Safeguarding policy
· Cedars Administering Medication policy 
Through school, Cedars has appropriate insurance cover. Each member of staff follows the Cedars policy and the school’s Health, Safety and Wellbeing Policy and is responsible for:
· maintaining a safe environment 
· taking reasonable care for the health and safety of themselves and others attending Cedars 
· reporting all accidents and incidents which have caused injury or damage or may do so in the future 
· undertaking relevant health and safety training when required to do so by the manager
Any member of staff who disregards safety instructions or recognised safe practices will be subject to disciplinary procedures.
Responsibilities of the manager
The school governors hold ultimate responsibility for the safe operation of Cedars. The day to day responsibility is delegated to the manager of Cedars who is the designated health and safety officer. 
The Health, Safety and Wellbeing Policy and procedures are reviewed regularly. Staff understand and follow health and safety procedures. All accidents, incidents and dangerous occurrences are properly reported and recorded. This includes informing Ofsted, child protection agencies and the Health and Safety Executive under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) where appropriate. All reported accidents, incidents and dangerous occurrences are reviewed, so that preventative measures can be taken. 
Overall, the manager will ensure that: 
· all staff receive information on health and safety matters, and receive training where necessary 
· risk assessments are written to support the safe running of the club; additional ones are written in response to holiday club activities or new circumstances such as the Covid-19 pandemic. These may be viewed on the Cedars area of the school website available via (www.berkswich.staffs.sch.uk) or by request from the Cedars manager (cedars@berkswich.staffs.sch.uk). 
The manager is responsible for ensuring that at each session: 
· premises are clean, well-lit, adequately ventilated and maintained at an appropriate temperature 
· all equipment belonging to Cedars is safely and securely stored
· children are not allowed in the Cedars’ cupboard or in the kitchen
· a working telephone is available for use via the school office or the kitchen
· working walkie-talkies are charged and fully functional, and staff are all able to use these
· cleaning materials are stored appropriately in the school’s cupboard and in accordance with CoSSH data sheets.
· the caretaker is alerted when external pathways require checking or clearing in severe weather 
· adequate levels of cleaning resources and tissues are available at all times
· daily environment checks are carried out in accordance with Cedars Risk Assessment policy. 
Health and Safety Rules
Rules specific to Cedars are as follows:

· children are not allowed to leave school premises during the session unless prior permission has been given by the parents (for example, to attend other extra-curricular activities). When a child returns from an after school club led by a teacher, then the teacher or supervising adult signs them in, noting the time of handover
· during sessions, all external doors are kept locked, with the exception of fire doors
· staff monitor the entrances and exits to the premises throughout the session
· parents and carers picking up children are never left alone with children at Cedars
· if a visitor has no reason to be on the School’s premises, then staff will escort them from the premises. If the visitor refuses to leave, staff will call the police. In such an event an Incident Record will be completed and the manager will be immediately notified. Security procedures will be regularly reviewed by the manager, in consultation with staff, parents and carers. 
Toys and Equipment 
All furniture, toys and equipment are kept clean, well maintained and in good repair. Toys, equipment and resources are selected with care, and staff carry out risk assessments as necessary before the children are allowed to use them. Broken toys and equipment are disposed of promptly. Toys are cleaned at appropriate intervals. 
Food and Personal Hygiene 
Staff at Cedars maintain high standards of personal hygiene, and take all practicable steps to prevent and control the spread of infection. A generally clean environment is maintained at all times. Toilets are cleaned daily and hand sanitising resources are always available. Staff are trained in food hygiene and follow appropriate guidelines. Waste is disposed of safely. Staff ensure that children’s hands are clean before handling food or drink and after using the toilet.  Although hand sanitiser/handwashing is required at the beginning of the after school session to ensure pupil safety at a busy time in school, children asked to wash them again when necessary. Key Stage One or EYFS pupils are always escorted to the toilets whilst other children are leaving school to meet their parents or carers. Cuts and abrasions (whether on children or staff) are kept covered. Children are asked to cover their mouth with a tissue when coughing or sneezing and then bin it before washing their hands. 
Dealing with Body Fluids 
Spillages of blood, vomit, urine and faeces will be cleaned up immediately using resources from the cleaning cupboard and the school’s first aid room. Yellow bags will be used for disposing of cleaning materials and also for passing soiled clothing to parents and carers. 
Staffing Levels 
Staff ratios and levels of supervision are always appropriate to the number, ages and abilities of the children present and to the risks associated with the activities being undertaken. A minimum of two members of staff are on duty at any time. 
Special activities
Where an activity may carry additional risk, such as a water play activity, the Cedars manager will consult the deputy head and the head teacher to gain permission; the Cedars manager is required to complete a written risk assessment and agree this with the head teacher before the activity is put into place. This needs completing each term to ensure that any environmental or staffing changings have not affected the reach of the risk assessment. 
Holiday club
This policy covers Cedars holiday club periods. The Cedars manager, to support in the planning, preparation and running of the club, carries out a detailed risk assessment, which may be viewed on the school website.  
Alterations in procedures
[bookmark: _GoBack]In response to a change in circumstance, such as a pandemic, new risk assessments are drawn up by the manager which are reviewed on a regular basis to adapt practice as necessary and to respond to new national or local guidelines. 
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