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1. Health and Safety Policy 
 

Compton After School Club believes that health and safety maintenance is of paramount 
importance. All staff will be familiarised with the provisions contained within this policy as 
part of their induction and be expected to act in accordance with them at all times. 
 
The setting aims to ensure the health, safety and welfare of all staff, children, visitors and 
other individuals who may be affected by the setting’s activities and actual existence. The 
Health and Safety at Work Act 1974 and the Workplace (Health, Safety and Welfare) 
Regulations 1999 and their associated Approved Code of Practice (ACoP) and guidance 
(including hygiene requirements) will be complied with at all times. The manager and staff 
will always strive to go beyond the minimum statutory standards to ensure that health and 
safety remains the first priority. 

 
The steps below will be actioned as a matter of course: 

 
• Create an environment that is safe and without risk to health. 

 
• Prevent accidents and cases of work-related ill health. 

 
• Use, maintain and store equipment safely. 

 
• Ensure that all staff are competent in the work in which they are engaged. 

 

Responsibilities of the Registered Person, the Manager and Staff  
 

The identification, assessment and control of hazards within the setting is vital in reducing 
accidents and incidents. Both the manager and one other designated member of staff are 
responsible for assessing risks to health and safety arising out of the setting’s activities and 
introducing suitable steps to eliminate or control any such risk identified.  
 
It is vital to ensure that health and safety matters are taken seriously by all members of 
staff and other persons who are affected by the setting’s activities. Staff who have been 
found to have blatantly disregarded safety instructions or recognised safe practices will be 
subject to the procedures laid out in the Staff Disciplinary & Grievance Procedures policy.  
 
The Registered Person (Katy Hoffland) holds ultimate responsibility and liability for 
ensuring that the setting operates in a safe and hazard free manner. The Registered Person 
– along with the duty manager – is responsible for ensuring that staff both understand and 
accept their responsibilities in relation to health and safety procedures.  
 
The Registered Person will ensure that a clearly defined procedure for emergency 
evacuation of the premises is in place and adequate arrangements exist for the following: 

 
• Monitoring the effectiveness of the Health and Safety policy and authorising any 

necessary revisions to its provisions. 
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• Providing adequate resources, including financial, as is necessary to meet the 
setting’s health and safety responsibilities. 

 
• Providing adequate health and safety training for all staff. 

 
• Ensuring that all accidents, incidents and dangerous occurrences are adequately 

reported and recorded (including informing the Health and Safety Executive, and 
Ofsted, where appropriate). 

 
• Reviewing all reported accidents, incidents and dangerous occurrences, and the 

setting’s response, to   enable corrective measures to be implemented. 
 

• Ensuring that all staff, students, volunteers and any other adult who come into 
contact with children at the setting have appropriate and up to date Disclosure and 
Barring Service (DBS). 

 
The Manager is responsible for the day to day implementation, management and 
monitoring of the Health and Safety policy. The manager is required to report any 
matter of concern regarding the Health and Safety policy to the Registered Person. 

 
The manager will ensure that: 

 
• An additional designated member of staff is made jointly responsible with them 

for the health and safety and risk assessment provisions at the setting, as set 
out in this and other policies. 

 
• Regular safety inspections are carried out and the reports accurately logged. 

 
• Any action required as a result of a health and safety inspection is taken as 

rapidly as possible. 
 

• Information received on health and safety matters is distributed to the 
Registered Person and all members of staff. 

 
• Staff are adequately trained to fulfil their role within the Health and Safety 

policy. 
 

• Staff are responsible for ensuring that the provisions of the Health and Safety 
policy are adhered to at all times. As such, they are required to: 

 
• Have regard for the Health and Safety policy and their responsibilities under it. 

 
• Have regard for any health and safety guidance issued by the manager or the 

designated member of staff, and act upon it whenever appropriate. 
 

• Take reasonable care for their own health and safety as well as of other persons 
who may be affected by their acts or omissions at work. 
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• Take all reasonable care to see that the equipment and premises that are used 
by children, and the activities that are carried out at the setting, are safe. 

 
• Report any accidents, incidents or dangerous occurrences that have led to, or 

may in the future be likely to lead to, injury or damage.  
 

• Undergo relevant health and safety training when instructed to do so by the 
manager. 

 
 

Communication 
 
All staff are made aware of communication channels within the Setting for health and safety.  
The Manager will ensure that all health and safety guidance and advice is kept together in the 
safety file in a place that is easily accessible to all staff.  All such advice is communicated to 
staff where relevant and incorporated into the Setting procedures. 
 
Risk Assessments 
 
At the beginning of every session a health and safety check round form will be completed if 
anything is highlighted on this form a risk assessment will be required. The risk assessments 
will be used to identify health and safety hazards and ensure that where they cannot be 
eliminated the associated risks are reduced or otherwise adequately controlled. See separate 
Risk Assessment section for more detail. 
 

Insurance 
 
The Children Act 2006 and the Health and Safety at Work Act 1974, place a number of legal 
responsibilities on the setting. Therefore, the setting has insurance cover appropriate to its 
duties under this legislation, including Employer’ Liability Insurance. Responsibility will, in most 
cases, rest with the setting, but staff will take reasonable care, both for themselves and other 
people who may be affected by their acts or omissions at work. If the setting is held responsible 
for any incident that may occur, public liability insurance will cover compensation. 
 
The Pirate Club is insured through Michel Morton and a copy of the insurance cover note may 
be found on the Club notice board in the setting. 
 
Liability 
 
Under provisions contained in the Occupiers Liability Act 1957, the setting has a duty to ensure 
that both children and any visitors are kept reasonably safe.  
 
The setting’s full responsibilities and procedures in respect of Health and Safety are contained 
in this policy, alongside the relevant sections of the following policies: 

 
• Staffing 

 
• Physical Environment 
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• Equipment 

 
• Risk Assessment 

 
• Site Security 

 
• Fire Safety 

 
• Visits and Outings 

 
• Health, Illness and Emergency 

 
• Hygiene 

 
• Managing Behaviour 

 
• Child Protection 

 
• Documentation and Information  
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2. Fire Safety 
 

The setting will take steps to ensure the safety of children, staff and others on the premises 
in the case of fire or any other emergency. There is an emergency evacuation procedure. 
There are appropriate fire detection and control equipment (for example, fire alarms, 
smoke detectors and fire extinguishers) which are in working order. 
 
Checklists are in place to ensure all fire exits are kept clear and unlocked. All staff are aware 
of all fire procedures.  
 
Fire Procedures 
 
Fire risk assessment is a requirement under the Fire Precautions (Workplace) Regulations 
1999.  Notices giving instructions in the event of fire are displayed by all Fire exits.  
 
The main fire evacuation route is indicated on green signs near all fire exits (refer to Fire 
Safety policy).  
 
Fire Drills 
 
A fire drill will be held at least every two months and relevant details recorded in the Fire 
Log.  
 

• The designated Fire Officer is responsible for arranging fire drills and tests. 
• A fire drill will take place at least every two months at a time notified in advance 

to staff. 
• Once a year a fire drill will take place without warning. 
• Fire extinguishers and fire alarm systems are tested by a properly authorised 

firm in accordance with statutory requirements. 
• Fire exits are clearly identifiable and will not be obstructed; all fire exits will be 

checked daily. 
• Near each fire exit there is a notice explaining the fire procedures. 
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3. Risk Assessment 
 

We understand the importance of ensuring that systems are in place for checking that our 
Club is a safe and secure place for children, staff and other visitors. Our risk assessment 
procedures are part of a continuous process to prevent any dangerous incident taking 
place. They are the responsibility of all staff as part of their daily duties. 
  
In accordance with our duties under the Management of Health and Safety at Work 
Regulations 1999, the Club is required to undertake regular risk assessments and take any 
necessary action arising from these according to provisions set out in the Health and Safety 
policy and elsewhere. 
 
The Manager is responsible for making sure that risk assessments are completed, logged 
and effectively monitored. Reviews are conducted when there is any change to equipment 
or resources, any change to the Club’s premises, or when particular needs of a child or 
other visitor necessitates this. 
 
The Manager is further responsible for conducting any necessary reviews or making 
changes to the Club’s policies or procedures in the light of any potential risks that they or 
other members of staff discover. 
 
A visual inspection of both the equipment and the entire premises – both indoor and 
outdoor – will be carried out daily. This will, ordinarily, be carried out by a designated 
member of staff on arrival at the Club and will be completed before any children starts to 
play. 
 
During the session, staff will be vigilant and continuously aware of any potential risks to 
health and safety arising from: 

 

• The Club’s environment, both indoors and outdoors  

• All surfaces, both indoors and outdoors  

• All equipment used by children or staff  

 

On discovering a hazard, staff will take all steps necessary to making themselves and any other 
people potentially affected safe. They will then notify the Manager and ensure that a record is 
made in the Incident Record Book. 
 
The Manager is then responsible for ensuring that any necessary action is taken. 
 

Recording Accidents, Incidents and Dangerous Occurrences  
All accidents, incidents and dangerous occurrences will be recorded in either the Incident 
Record Book or the Accident Record Book on the same day as the event took place. 
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Records must contain: 
 

• The time, date and nature of the incident, accident or dangerous occurrence. 

• Details of the people involved. 

• The type, nature and location of any injury sustained. 

• The action taken and by whom. 

• The signature of the member of staff who dealt with the event, any witnesses and, if 

deemed necessary, a countersignature by the parents/carers of the child or children 

involved. 

 
Staff should inform the parents/carers of the child or children concerned at the end of the 
session in which the incident, accident or dangerous occurrence took place. Where this is not 
possible, the information will be passed on at the earliest possible opportunity. 
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4. Physical Environment 
 

Our Club is committed to providing children with a stimulating and safe environment. We 
will do all we can to make our premises welcoming and friendly to children, their 
parents/carers and any other visitors. 
 
The Club’s premises are safe, secure and adequately spacious for its purpose. The 
environment and atmosphere of the Club is welcoming to children and offers access to the 
necessary facilities for a broad and varied programme of activities. 
 
The Club is committed to taking every possible step to ensure that all children have equal 
access to facilities, activities and play opportunities; including children with special 
educational needs and/or disabilities (for further details see the Special Needs policy). 
 
The Club’s premises comply with all the requirements of the Disability Discrimination Act 
1995 and all other relevant regulations and guidance.  
 
The Manager is responsible for ensuring that the Club’s premises are clean, well lit, 
adequately ventilated and maintained at an appropriate temperature. Daily risk 
assessments are carried out, in accordance with the Risk Assessment policy, to ensure that 
the facilities are maintained in a suitable state of repair and decoration. 

 
During the opening hours, the premises are used by and solely available to the Club, its 
staff and the children, as far as this is possible. 
The Club will do all it can to maintain an open room layout, allowing children to choose 
from a variety of play opportunities. All children will have adequate space to play and 
interact freely (a minimum of 2.3 square metres’ space per child). 

 
There is adequate space for storing all the Club’s equipment safely and securely.  
  

 
Under normal circumstances, staff will ensure that there is one toilet and one wash basin 
with hot and cold water available for every 10 children, ensuring an adequate balance 
between male and female facilities. There is one unisex toilet available within the club and 
three unisex toilets available in adjacent buildings. 
 
No child will be left unsupervised in the kitchen area 
 
Members of staff will have access to a telephone on the Club’s premises at all times. 
 
Outdoor Play 
Any outdoor play will take place in safe secure and well-supervised spaces. Before any 
outdoor activities commence, a thorough safety check will take place if appropriate a risk 
assessment.    
 
Any outside water features will be kept safe, and inaccessible to unsupervised children.  
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In the event of snow or ice on external walkways, staff will ensure that this is regularly 
cleared and kept safe. 
Staff will make sure there is a regular supply of drinking water available to children at all 
times, especially in hot conditions. In such circumstances, staff will also ensure that 
children are adequately protected from the sun, according to the provisions set out in the 
Health, Illness and Emergency policy. 
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5. Site Security 
 

Our Club is committed to providing care and learning for children 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 at the Club.  
 
Parents/carers are encouraged to talk to their children about the importance of remaining 
safe and not leaving the Club’s premises during the session.  
 
These messages will be reinforced by both the Club and its staff.  
 
Safety and security procedures will be regularly reviewed by the Manager in consultation 
with staff and parents/carers. 
 
Staff will be issued with clearly identifiable clothing, which they are expected to wear at all 
times while on the Club’s premises. 
 
Access to the The Pirate Club is via an external locked gate with access controlled by Staff 
Members. Parents and Visitors can only be admitted by a member of Staff. 

 

Supervision 
Children will not be left unsupervised at any time during activity sessions. In the event of 
staff shortages, available space will be restricted to ensure that children are adequately 
supervised, in accordance with the staff ratio provisions set out in the Staffing policy. 
 
Visitors 
The Club has a Visitors sheet which is kept in the Registers Folder, which visitors must 
complete and sign on arrival, giving the following information: 
 

• Their name. 

• The date and time of their arrival. 

• The reason for their visit. 

• Their expected departure time.  

 
Visitors to the Club will not be left unsupervised with children at any time.  
 
Staff have a duty to approach any person on the premises who has not signed in. They must 
introduce themselves and establish immediately who the person is and the reason for them 
being on the Club’s premises. If the person has no suitable reason to be on the Club’s premises, 
then they will be asked to leave immediately and escorted from the premises. If the person 
repeatedly refuses to leave, the police will be telephoned immediately. 
 
A record will be made of any such incidents in the Incident Record file, and the Manager will 
be informed immediately. 


