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The health and safety of children at playgroup is of paramount importance. 

The manager will hold responsibility for ensuring that all staff are aware of the 

health and safety policy and that they abide by the rules and regulations for 

playgroup. 

 If a child’s health or safety is affected staff must assess whether this 

could have been avoided and take reasonable steps to avoid such 

incidents happening again.  

 When outside support is needed staff members must discuss with 

manager as to whom the best person is to contact if this is not 

appropriate they may talk to a member of the committee but 

confidentiality must always remain of paramount importance in their 

search for information to support and help the child.  

 Incidents of jeopardised child safety must be recorded in the health and 

safety folder and parents must be notified as staff feel is appropriate.  

 Any child coming to playgroup with unusual marks or bruises must be 

monitored closely and the child protection officer must be kept 

informed of all incidents.  

 The health and safety folder must be reviewed every month and where 

necessary and appropriate staff must be made aware of any repeated 

incidents that may affect a child or children in their care.   

 Copies of records must also be stored in the child’s record folder but 

sensitivity to the nature of the record must be assessed by staff before 

they show this folder to parents. 

Risk Assessments 

A Risk assessment must be carried out for activities on the premises every four 

months. Risk assessments should also be carried out for activities such as 

cooking which use harmful, hot or other high risk things. The safety checklist 

must be filled out by the manager or assistant manager at the start of each 

session. 
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Which includes: 

 the check of toilet facilities 

  fire equipment 

  first aid equipment  

 and any other area that the children will come into contact with.  

Outings 

All outings must have a risk assessment carried out for them and the risks that 

can be controlled such as correct level of adult support, taking first aid 

equipment, hats, sun cream, wellies etc must be met to the best standard 

possible. Parental permission must have been given; staff also have a duty to 

notify parents in advance (where possible) or straight after when an outing has 

taken place. This will ensure that parents have a sound knowledge of where 

their child has been that day and what substances and environments their 

child may have come into contact with.  

Visiting Children 

Children who visit playgroup and are not yet registered at playgroup will need 

to stay with a parent or carer at all times. If the parent does leave child to chat 

to other member of staff, go to the loo etc. All staff need to show appropriate 

care and attention that we have no prior knowledge of allergies, behaviour etc 

and so great care should be given and parental permission sought before the 

child can play with certain materials and eat snack.  

Uncollected Child 

If a child has not been collected then parents would be contacted, followed by 

emergency contacts. It may be necessary to try a number of times to contact 

parents and individual child record forms would give better guidance as to the 

appropriate people and places to contact. Two members of staff would need 

to stay with the child. If parents were not contactable advice would need to be 

sought from Children’s Social Care. (contact details in front of information 

folder). For more details see policy uncollected child. 

To ensure that children leave with the correct person staff must be aware of 

who is collecting the child. When the child is dropped off in the morning the 
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staff member doing the register must ask the adult dropping off who is 

collecting the child tonight this must then be recorded in the register. In an 

emergency or if another adult comes staff must ask for the password (a special 

word set by the parents and stored on the child’s record form). Staff should 

also use common sense as to whether the child is happy leaving with this adult 

and whether they know them. IF YOU HAVE ANY DOUBTS RING THE PARENTS. 

It is better to have a safe child and seek advice from the parents than to let a 

child leave with someone you are unsure about. 

Lost Child 

If a child is lost a search for the child whether on or off the premises must 

begin immediately. It is the most senior member of staff’s job to alert the 

emergency services as soon as a child cannot be found. Parents must then be 

notified. Staff must try to adhere to ratios as best as possible, emergency staff 

may need to be called in. After the event a full report must be made by the 

manager if committee feels it is necessary or if emergency services had to be 

contacted. The manager must interview all appropriate parties and provide a 

copy to the child’s parents and to OFSTED. Appropriate action must be taken if 

deemed necessary to stop the event occurring in the future. Also see lost child 

policy. 

Smoking, Drugs and alcohol 

All staff and parents will be asked not to smoke on or near the Hall. Staff will 

not be able to smoke whilst at work and if they do have a cigarette on their 

break will need to ensure that they do not have contact with the children for 

fifteen minutes after the cigarette. This is because the fumes they have 

breathed in are still in their lungs for a considerable time after. 

Staff members will not be allowed to work if under the influence of drugs or 

alcohol. Prescribed medication must be suitable for people working with 

children and a member of staff taking medication of any kind must notify the 

manager and this must be logged in their record folder and discussed as 

appropriate. Staff members attending work with a hangover will not be 

allowed to look after children and it is up to the manager’s discretion as to 

whether she feels they are in an appropriate state to be at work. Any member 

of staff coming to work under the influence of any intoxicating substance or 
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recovering from an intoxicating substance may be sent home without pay and 

a disciplinary may be put into place.   

Food: Parents will be responsible for providing children with a healthy and 

nutritious lunch at playgroup if they stay for a full day. Information will be 

available on what constitutes a healthy lunch. Parents will also be responsible 

for ensuring that the meal they provide for children does not have high risk 

foods within; again this advice can be given to parents about this upon 

request. If parents do need to bring in high risk foods for their children suitable 

storage in the fridge will need to be provided (such as a sealed labelled box).  

Snacks: Playgroup will provide snacks prepared by a member of staff with the 

appropriate food hygiene training. We will provide a vast array of snacks the 

majority of which will be healthy snacks fruit will always be on offer and often 

accompanied by something a little more substantial such as ryvita, bread 

sticks, and couscous or potato cakes. We will also encourage children to get 

involved with the preparation and hygiene of eating times. Hand washing will 

be requested and information supplied as to why we do this as well as 

information about what is for snack such as where it comes from, which 

animals eat it etc.  

Diet: When the child record form is filled out it will be the keyworker’s job to 

ensure that all allergies and dietary requirements are discussed with parents. 

An allergy or diet notification certificate will need to be filled out which will 

need to be stored in the front of the medication folder. This will also need to 

provide information on what to do if the child does have an allergic reaction. 

All staff, students or volunteers must refer to these certificates before 

providing snacks to children. We must ensure that we help the children to 

become aware of what they and their friends can and cannot eat and the 

reasons behind this (including religious requirements and vegetarian or vegan 

choices).  

Accidents: All staff have a paediatric first aid certificate and will be shown how 

to log an accident in the accident folder; they will also have to inform parents 

and ensure parents have signed the accident form. The first aid box will be 

stored in the cupboard and the travel first aid bag must always be taken on 

outings this is all staff members’ responsibility although ultimately the 
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managers job to check. If a child has had a head injury then ‘a bump to the 

head’ form will be given to parents. All parents will be asked to sign an 

emergency treatment form as well as a medication form if a child requires 

medication at playgroup.  

Emergencies 

In the event of an emergency the most senior member of staff available at the 

time will contact the emergency services.  

Medication 

Please note it is not playgroup policy to administer over the counter medicines 

such as paracetamol to children unless previously discussed with staff 

members. If a child does need regular administration of medicines or 

emergency treatment such as an inhaler or antihistamine we would be happy 

to accommodate this into our playgroup routine and the medication would be 

stored safely in the kitchen which will be out of bounds to children. If a child 

has been prescribed medicine such as antibiotics parent/carers will need to 

contact us before bringing their child to playgroup to discuss whether the child 

is in a suitable condition to be playing with other children we appreciate your 

sensitivity in this area.  

 If a child has medication and it has been authorised by the manager then 

the medicine must be stored at the correct temperature in the kitchen 

either in a sealed container in the fridge or on the shelf in the kitchen.  

 When medicine is administered this must be witnessed by two members  

of staff and the parent must also provide a signature the sheet must 

then be stored in the back of the child’s record form and a copy placed 

in the medication folder.  

 In addition to this when the parent drops off the child they must provide 

the first time they administered the medicine to the child and sign the 

form to confirm. 

  The member of staff receiving the child must ensure that they make a 

note on the register about the medicine.   

Parents will be requested to provide appropriate clothing for their children 

depending on the weather conditions.  
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At Saint Pauls’ Pre-school Playgroup we aim to provide each individual child 

and their family with a personal experience. We want to get to know both 

parent and carer and we want the playgroup to provide the support and 

education to suit their individual journey. We aim to do this by providing highly 

qualified members of staff; all our staff members are fully qualified. We also 

will allocate a key worker to each child and family and will ensure that there is 

time at the beginning and end of sessions for staff, parents and children to 

discuss any concerns, achievements and get to know one another a little 

better. We also will provide a display board with a brief summary of the 

sessions activities for both morning and afternoon so that full day children can 

show parents both. 

Health and safety policies and procedures will be available for both parents 

and staff to look at in the policies and procedures file. Also relevant policies 

and procedures will be signed by parents and staff. 

Fire Safety 

As fire safety Officer Judy will ensure that we have up to date and relevant fire 

policies and that all staff and parents have a copy of this (probably by way of a 

display on notice board). This will ensure that both staff and parents will know 

where to go and what to do in the event of a fire in the building no matter 

what the time of day. Judy will also meet with Derbyshire fire safety officer 

who will check that our fire evacuation procedure is correct as well as checking 

appliances, fire exits and all fire recognition equipment. 

 


