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Woodlands Pre-school
Termly Risk Assessment
	
	Date of check
	Comments/actions needed
	Action plan required?

	SECURITY
	
	
	

	Is there a sufficient system in place to prevent unauthorised access?
Can the children leave the premises unnoticed?
Are adult’s possessions kept out of reach of children, in a secure place?
Is a record kept of each child as they are dropped off at the pre-school, stating time and person collecting.

Are there sufficient systems in place to ensure that the building is secure at the end of the sessions?
Is there any money left on site, how is it stored?
Is there a visitor’s record procedures?

	22/12/08
As above

As above

As above

As above

As above


	Yes
No

Adults possessions will be kept in the office, with the door closed

Yes. A folder containing a weekly log will be placed inside the inner door on a shelf.

Yes. All doors will be locked and alarm set.

Yes. Stored in a locked post box in locked filing cabinet in the office.

Yes.


	None
None

None

A shelf needs to be put up by 6th Jan 09.

Need to be shown how to set alarm by 24th Dec 08

None

None



	DOORS
	
	
	

	Are there any obstacles in front of the doors?
Is the internal door lock in place to prevent unauthorised access?

Does the door leading out to the outside play area have a latch that will hold the door open?


	22/12/08
As above

22/12/08


	NO
Yes

No
	None
All staff to know security number.
Latch to be put on by 06/01/09

	WINDOWS
	
	
	

	Are windows above ground floor locked or secure to prevent falling?
Are windows glazed panels constructed to prevent breakage’s?

	22/12/08
As above


	Yes
Yes
	None
None

	FLOORS
	
	
	

	Are floors checked to ensure they are clean?
Are floors checked for damage and not uneven?

	22/12/08

As above


	Floors checked and not clean
Yes, floor even and not damaged
	Mop and hoover by 06/01/09

	CEILINGS
	
	
	

	Are any overhanging items safe?

	22/12/08


	No overhanging items in place
	None

	STORAGE
	
	
	

	Are all equipment and resources stored safely?
Is children’s access to equipment/resources safe at all times?

	22/12/08

As above


	No, still making new storage cabinets but all equipment will be safely stored prior to opening.
Will be by 06/01/09
	As stated
As stated

	EQUIPMENT/ACTIVITIES/RESOURCES
	
	
	

	Is equipment organised into defined zones?
Is energetic play constantly supervised?
Are the children taught to handle equipment safely?
Are all equipment / resources checked before purchase to ensure they are safe for the age and stage of the group?
Are all paints and glues used non-toxic?
	22/12/08

As above

As above

22/12/08

As above


	Not currently but will be by opening day.

Yes and if children outside a member of staff will be present at all times

Yes as part of Mr Happy’s Rules

Yes

Yes


	In place by 06/01/098

In place by 06/01/098

None

None

None

	RECORDS – are the following held?
	
	
	

	Emergency contact no. for children and staff?

Individual medical records for children and staff.? 

Adults authorised to collect children?

	22/12/08

As above

As above


	Yes, in filing cabinet in office
Yes, in filing cabinet in office

Yes, in filing cabinet in office


	None 
None

None



	HEATING AND LIGHTING
	
	
	

	Is the lighting adequate?
Are the lights covered?
Are electrical switches accessible to children?
Are regular checks carried out on heaters?
When was the last one performed?


	22/12/08

As above

As above

As above


	Yes

Yes

Yes

Yes, newly installed Dec 08


	None

None

Covers for all exposed plugs will be in place by 06/01/08

	ELECTRICAL EQUIPMENT
	
	
	

	Do all plugs have the date of purchase on them or an annual inspection date?

Are socket covers used and children discouraged from touching wall sockets?
Are there sufficient sockets to ensure that overloading does not happen?

	22/12/08

As above

22/12/08


	No. All new appliances are dated. Existing electrical items will be tested prior to useage in new building.

As above

Yes
	Contact Brandon Tools to undertake PAT testing by 06/01/09

None

	OUTDOOR AREA
	
	
	

	Are there systems in place to ensure safety?
Is the outdoor play soft surface safe, showing no evidence of crumbling or wear.
Are the bushes that surround the outside play area cut back?
Is the fence in good condition and is the latch securing the gate in good working order.


	22/12/08

As above

As above

As above


	Yes, a member of staff will be out side to supervise children at all times and daily safety checks will be maintained.
Not in place yet.

No, bushes need trimming when landscaping is completed

Yes


	None
None

Discuss with landscapers and county council.

None



	KITCHEN AREA
	
	
	

	Area all cleaning materials stored safely out of reach of children in a locked cupboard?
Are designated coloured clothes used for specific tasks, and is this on display? 

Are all sharp knives kept in a locked cupboard?

When children are involved in cooking activities are children kept away from hot surfaces & adequately supervised?
Is the lock on the child height door in place to prevent children gaining access to the kitchen.


	22/12/08

As above

As above

As above

22/12/08


	Yes
Yes

Yes

Yes

Yes


	None
None

None

None

None

	FOOD AND DRINK
	
	
	

	Are there controls in place to protect adults and children from spilled drinks?

Are all staff aware of children’s allergies?
Are children prevented from coming into contact with substances they are known to have an allergic reaction to?
Are children prevented from walking around with food and drink?
Do children have constant access to drinking water?


	22/12/08

As above

As above

As above

As above


	Yes
Yes

Yes

Yes

Yes


	None
None

None

None

None



	HYGIENE 
	
	
	

	Are there appropriate hand washing facilities available and is the water temperature controlled to prevent scalds?
Does the toilet area provide a good standard of hygiene?
Is the disabled toilet free from obstructions?

Is there a nappy changing area and are nappies disposed of correctly?

Are latex free gloves available for staff?

Does the kitchen have separate hand washing and washing up facilities?
How are spillages dealt with?
Is the setting cleaned and who is responsible?
Is equipment cleaned and who has responsibility?
Is there a cleaning rota for toys and equipment and is it up to date?


	22/12/08

As above

As above

As above

22/12/08

As above

As above

As above

As above

As above


	Yes, maximum water temp set by electricians.
Yes

Yes

Yes

Yes

Yes

Separate cloths, mob and buckets identified for specific spillages.

Yes, staff have a daily, weekly, termly cleaning rota and a cleaner cleans for 2 hrs a week.

As above

Yes
	None
None

None

None

None

None

None

None

None

None



	FIRST AID & MEDICATION 
	
	
	

	Is there always a member of staff on duty who holds a first aid certificate?

Is the first aid kit easily accessible?
Does it contain the recommended items and is it checked regularly, with all items in date?
Is the accident/incident book kept in an accessible place and do all staff/regular helpers know where it is and how to use it?
Is there a list of first aiders displayed?
Are there sufficient procedures in place for the administration of medicines?
Is the storage of medicines adequate?
	22/12/08

As above

As above

As above

As above

22/12/08

As above


	Yes
Yes, it is kept in the kitchen area.

Yes.

Yes

Yes

Yes
Yes

	None
None

None

None

None

None

None

	FIRE
	
	
	

	Is there a smoke detector/alarm in the room? Have they been checked and cleaned?
Is there a procedure for an emergency evacuation? Is it clearly displayed and are all staff/regular helpers aware of the procedure?
Are regular fire drills practised? When was the last one?

Is there a no smoking policy in force?
Are fire-fighting appliances in place and regularly checked?

	22/12/08

As above

As above

As above


	Yes

Yes, but not yet practised with the children. This will be done during the first week of January ensuring that all children who attend the Pre-school are included.

Yes, as above.

No smoking policy in force

Yes
	None

Liase with Head teacher regarding a fire practice with the school
None

None



	PROCEDURES FOR ADULTS
	
	
	

	Are all staff/regular helpers aware of how to lift and carry large pieces of play equipment?
Is the storage arranged so it is safe for adults?
Suitable chairs for adults as well as children to sit on?

	22/12/08

As above

As above


	Yes. One member off staff is about to go on a manual handling update and she will cascade new information to all staff.
Yes

Yes
	None
None

None



	ADDITIONAL RISKS IDENTIFIED
	
	
	

	Anti finger trap fittings
Around doors

	22/12/08
	Tacks holding plastic in place are protruding slightly and need to be hammered in further.
	Contact builders by 24/12/08
(Done 22/12/08 and tacks will be sorted by 05/01/09)

	Extremely muddy outside play area and children at risk of getting stuck in the mud.

	22/12/08
	Spoke to builders and site will be levelled by 24/12/08 and hard core place on top of mud to give a more solid foundation until landscaping is completed in early January. 
	Childen to be reminded of safety and discouraged from going onto muddy areas.

	
	
	
	

	
	
	
	


This risk assessment was under taken by: Caroline El-Abbar
Whose role within Woodlands Pre-school is: Committee Member 
The assessment was undertaken on: 22nd December 2008
The assessment will be reviewed on 05th January 2009
Please refer to our action plan sheet, which specifies any actions required in more detail.
