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RISK ASSESSMENT & MANUAL HANDLING PROCEDURES
RISK ASSESSMENT:

“A careful and systematic examination of what could cause harm to people, taking into account the hazards, the possible severity of any harm and the likelihood of it happening.  Identifying and putting in place adequate precautions necessary to eliminate or minimise risks”.  

Responsibility of the Pre School:

· Identify hazards and where possible, remove them

· Evaluate risks

· Reduce or control risks to low levels

· Record this assessment

Responsibility of the employees:

· They must co-operate with the preschool on all health and safety matters

· Inform the Supervisor if they are concerned about any safety matter

· Adhere to all work and safety procedures

MANAGING RISK:  

The designated Health and Safety Officer for staff and committee will carry out an internal and external assessment of the building annually, as well as conducting a daily risk assessment to ensure the safety of the children, staff, parents / carers and visitors attending our setting. See Health and Safety Policy for further information. 
The Risk Assessment officer or Deputy Risk assessment officer work through a daily Safety Risk Assessment.  All items listed are checked prior to the start of every session and children arriving at the setting.  Action is taken to rectify any items highlighted as a ‘risk’ to ensure safety during a session.  Notes are made on the risk assessment for reference or to highlight if further action is required. The risk assessment is signed and dated by the member of staff who conducted the inspection.  The risk assessment covers the following checks:
Checking premises on opening up:-
· Unlock back door. Front door is unbolted and the key hung up in case this needs unlocking in an emergency. 
· Switch on heating as appropriate.

· Check floors for damage/litter – report defects to the committee.

· Check toilet area – toilets in good repair, taps working. Report defects to Frettenham School 

· Check kitchen area is clean and in good repair. Open cupboards remove relevant items for the session, check fridge contents and temperature to record.

· When outside – use hooks to secure doors, to prevent them from blowing shut.

· Check outside play area is free from litter, dangerous plants etc.

· Record any hazardous / litter / damage identified and removed on the Daily Risk Assessment Form.  

Setting up/clearing up:-
· Ensure gate is securely attached to wall in kitchen area.

· Carpets; ensure edges are taped, not fraying, repair or replace as required.

· Select toys and equipment according to the weekly plans, carry only one piece of climbing apparatus/large equipment at a time, if in doubt ask for help.

· Ensure the bolt on the main door, front door and adult toilet door are in good working order.

· Steam all toys and anti-bac where necessary.

Messy Play
· Ensure spillages of water, sand, rice, mud, paint etc are swept/wiped/mopped up immediately and placed in the bin to avoid slipping.
First Aid (See Health, Nutrition & Hygiene Policy for more information)
· When dealing with bleeding, disposable gloves should be worn, soiled materials i.e., dressings, gloves should be placed in a bag, sealed and disposed of, following these hands should be washed.  Facemask and full PPE is available for the member of staff caring for  anyone with a temperature, or cough and they should be separated from the other children and staff until they can be collected.

Toileting (see Health, Nutrition & Hygiene Policy for more information)
Food Handling   (Please also see our Health, Nutrition & Hygiene Policy relating to Food Hygiene).

· Before preparing food, please wear a disposable apron, coloured gloves are also available if needed.

· Wash hands and tie long hair back.

· Chopping boards/kitchen surfaces where food is being prepared are cleaned with antibacterial spray.

· Hands are washed and apron and gloves discarded on leaving the area.

· Ensure kitchen barrier remains closed at all times.
Footwear
· Low heeled sensible footwear should be worn.  

· Parents are advised to provide sensible footwear for their child to play and to be suitable for the weather .

· Wellies are requested for wet weather days.

Clothing/Accessories
· Clothing should not be long flowing or dangling e.g., scarves.  

· Ear-rings should be studded.

· Adults jewellery should be kept to a minimum.

INSPECTION / CLEANING OF STORAGE AREAS, EQUIPMENT & TOYS:
Pre-school toys and equipment are stored within our building or in the storage sheds. The sheds are regularly inspected for safety, tidiness and rodents. The equipment / resources are washed and repaired or replaced when necessary.  Toys are thoroughly deep cleaned routinely and recorded.  

REMEMBER:  IF YOU SEE A HAZARD – REPORT IT TO THE SUPERVISOR

MANUAL HANDLING:
The Manual Handling Operations Regulations 1992, as amended in 2002, apply to a wide range of manual handling activities, including lifting, lowering, pushing, pulling or carrying a load whether inanimate e.g., a table or animate e.g., a person/child.

Individual risk assessments for employees/volunteers will be carried out if a disability is present.  This is to comply with the requirements of the Disability Discriminations Act 1995.

All assessments identify all significant risks of injury and point the way to practical improvement.

Ways to reduce the risk of injury:

· Ask someone to  help move tables
· Only move one piece of climbing apparatus at a time
· Boxes of books – if heavy remove some, hold the box close to the body or ask for help to carry it
· Try not to lift objects above head height

Good handling techniques for lifting:

When lifting something from ground level, bend the knees slightly and slightly bend the back forward, get a good hold and lift smoothly, avoid twisting or leaning sideways, hold the load close to the body, keep the head up.  

When putting the load down, bend the knees and back slightly.

Do not lift or handle more than can be easily managed – if in doubt ASK FOR HELP
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