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 Risk Management Policy 

Cranbrook Children’s Centre
Risk Management Policy
Please note: This policy contains general guidance on the assessment of risk in children’s centres.  It should be read in conjunction with the KCC Health and Safety policy, and the guidance on completing risk assessments which is available online at www.clusterweb.org.uk/Policy/hsi_risk_assess.cfm .  For support and advice in writing a risk assessment, please contact the KCC Health and Safety Unit on 01622 694476.  

Policy Context and definitions: 
· ‘Risk’ refers to the possibility of a situation occurring which would involve exposure to a danger or hazard that could result in something harmful happening.

· Acceptable and Unacceptable Risk: in any human activity, there is an element of risk.  Managing risk in children’s settings needs to balance the imperative of keeping children safe whilst offering them the opportunity to develop and practice new skills.  Three factors are central to determining whether or not the level of risk is acceptable: the likelihood of coming to harm; the severity of that harm; and the benefits / rewards / outcomes of the activity.

Risk can never be eliminated, but it can be mitigated by through risk assessment, avoidance of unnecessary risk, and reducing risk wherever possible to a level which is reasonably practical, with the needs of children, parents and staff taken into account.  An awareness of children’s constantly developing abilities is crucial to ensure that appropriate safety measures are put in place to avoid dangerous situations while encouraging them to learn.

Aims:
· To understand and assess potential risks to children’s well-being, and to take action to reduce the potential for harm and ensure that no child is exposed to unacceptable risk, while ensuring the all children can take part and enjoy the activities offered by the Centre.

· To ensure staff understand potential hazards, both to those who use the Centre and to staff members, and that all tasks are carried out in the safest possible way.
Purpose:
To provide a safe and secure environment for children, families, and staff who use the Centre by outlining the procedures for identifying, reporting and dealing with risks, accidents and faulty equipment.
This policy is linked to Cranbrook Children’s Centre policies on Health and Safety, Hygiene, Outings, Late or Non-Collection of Children, Equalities and Diversity, First Aid, Medication, Complaints, Child Protection, Fire Procedure, Lone Working, Sickness and Smoking, Drugs and Alcohol.
This policy has been informed by: The Children Act (1989 and 2004), The Childcare Act (2006), the Disability Discrimination Act (1995), the Special Educational Needs and Disability Discrimination Act (2001), the UN Convention on the Rights of the Child, the Health and Safety at Work Act (1974), the Management of Health and Safety at Work Regulations (1992), Manual Handling Operations Regulations (1992), Provision and use of Work Equipment Regulations (1988), Lifting Operations and Lifting Equipment Regulations (1988), the Medicines Act (1968), Control of Substances Hazardous to Health Regulations (COSHH) 2002, and the Care Standards Act (2000).
Children’s Centre Management Responsibilities
· The Children’s Centre Manager is ultimately responsible for the safety of all children, families and staff accessing the centre, although responsibility for following safety procedures set out in this policy should be written into the Job Description of all staff members.  
· Ensuring that a thorough risk assessment and action plan to address any identified hazards is undertaken and revised frequently: ideally before the start of each term.  The responsibility for undertaking the risk assessment may be devolved to another member(s) of staff, provided they have received suitable training, but the findings of the assessment and the action plan should be reviewed with all staff and parents/carers at team meetings and AGMs.  All staff need to be aware of who is responsible for conducting the risk assessment.
· Ensuring that safety protocols are part of the induction of all staff members, and that they understand and follow daily procedures for identifying, dealing and reporting risks.  Risk management issues should be regularly reviewed with staff in supervisions and team meetings.  
· Ensuring that appropriate training on safety issues is given to all staff members to support them in their roles.
· Ensuring that adequate checks are made to establish the suitability of staff before they commence employment at the Centre (including evidence of ID, right to work in the UK, CRB checks, disqualification from the Independent Safeguarding Authority, and personal references).

· Ensuring that there is always one person on site who holds an appropriate First Aid qualification.

· Ensuring that evacuation procedures are understood by all staff and are regularly practised.
Risk Assessment and Action Plan
Cranbrook Children’s Centre Risk Management policy is supported by a risk assessment and action plan which can be accessed at:  Cranbrook Children’s Centre  This assessment has been undertaken by  Pam Holmes on _____________ (date)  who has completed the following training:  KCC Health & Safety Training. 
This assessment and action plan was last reviewed with all staff on ________________ and with parents/carers on _________________.  The assessment and action plan will be reviewed every term.
For further detail on what should be included in the Risk Assessment, please see Appendix 1.

Staff Responsibilities
All staff at  Cranbrook Children’s Centre are responsible for:
· Ensuring that they are aware of this policy, the setting’s risk assessment and action plan, and other related safety policies as set out above (under the ‘Purpose’ section), and for ensuring that they follow these at all times.

· Being aware of who is responsible for conducting the risk assessment and implementing and reviewing the Action Plan, and who to approach if they have particular concerns.
· Ensuring they are aware of and follow procedures on how to use the accident / incident book with regard to risk assessments.
· Ensuring they understand and follow the Centre’s policy for responding to and recording safeguarding / child protection concerns.

· Maintaining an up-to-date knowledge of the needs and specific risks particular to individual children as they grow and develop.
· Ensuring that children receive adequate supervision at all times and that emerging risks (e.g. the breaking of a toy) are monitored and appropriately dealt with. 
· Ensuring that children are secure at all times and being alert to those times when they are most at risk.

· Helping children learn to be responsible for their own safety and being aware of their individual concerns.
· Being aware of emergency evacuation procedures.
· Being aware of the collection arrangements for children: knowing where and how to access emergency contacts, and who is authorised to collect children from the Centre.
· Being aware of and following relevant legislation on moving and handling (see list of related policies on Page 1).
Safety Checks:
Designated members of staff will have responsibility for undertaking specific safety checks.  In Cranbrook Children’s Centre, the following people have particular responsibilities:

· Entry to the Centre (supervision of the main entry door and identification of visitors to the Centre: 
Reception staff – Pam Ludlow, Frances Thomson
· Security checks (ensuring the premises are secure e.g. perimeter fence, windows / doors, outside areas, buildings etc): 

Reception staff and Centre Manager
· Safety checks of equipment and toys to include outdoor play areas and equipment (these should be carried out on a daily basis before children arrive):
Early Years Practitioner and Crèche Assistants
· Building Maintenance (to ensure the building and grounds remain in good  repair:  Pam Holmes
Parents’ / Carers’ responsibilities:

· All parents should be aware of safety issues and recognise that they have a role to play in ensuring that the setting is a safe place for everyone.
· All parents should be aware of the Centre’s safety procedures and follow them at all times, e.g. as they deliver and collect their children, and set an example for children in following the policies.

· Parents should have opportunity to shape the Centre’s safety policies and procedures, and should be aware of whom to approach if they have concerns.

Risk Management Policy complaints: 
All risk-related complaints will be dealt with according to the procedures set out in the Cranbrook Children’s Centre Complaints Policy, with the following additions:

· Risk-related complaints will be investigated as a matter of urgency within 24 hours.

· Actions and learning resulting from complaints about risk will be shared with staff members where appropriate to ensure any future risk is mitigated.

· All risk-related complaints will be investigated by the Children’s Centre Manager where possible, or in the event of absence / sickness, the following designated staff member:  Pam Holmes
APPENDIX 1

What should the Children’s Centre risk assessment cover?

Please note: The list below covers some suggested elements to consider when undertaking a risk assessment of a children’s centre.  For full guidance on how to do a risk assessment, and for template risk assessment forms, please visit: www.clusterweb.org.uk/Policy/hsi_risk_assess.cfm 

The risk assessment needs to make clear who is undertaking the risk assessment and what relevant training they have received, and who is the designated person responsible for the implementation, review and evaluation of this policy.
a) Your premises: 
· The security of the premises in preventing children from leaving the building unsupervised and in preventing unauthorised adults from entering the building.

· The safety checks carried out on the building, by whom and how often, and where these checks are documented.

· The kitchen area, and how you ensure that children do not access the kitchen area unsupervised.
· Floor and stairs and floor coverings 

· Heating and lighting 

· Gas and electrical equipment 

· Windows and glass 

· Internal and external doors 

· Stacked furniture 

· Outside play space/garden including gates, fencing, water hazards 

· Storage of equipment and potentially dangerous substances such as cleaning materials 

· The impact any other users may have on the setting 

· Cleanliness and hygiene 
b) Your play equipment and other resources: 

· Checks for damage, faults and cleanliness: who these checks are carried out by and how often.
· Checks in relation to the children’s developing abilities: who these checks are carried out by and how often. 
· Supervision of children using play equipment.

· etc
c) Your procedures for: 

· Ensuring that adequate supervision for children is provided at all times.

· Identifying risks and needs specific to individual children 

· The safe arrival and departure of children including a record of the adults authorised to collect children (and who has legal rights of access, if applicable).  This should be provided in writing from the parent / carer.
· Collecting and maintaining up to date records of emergency contact names and contact details in case of accident or injury 
· Responding to and recording safeguarding / child protection concerns

· Ensuring that all staff members have relevant safety checks (including CRB) before commencing employment.

· Responding to a child’s injury, or when a child arrives at the Centre with an injury

· Ensuring that there is always one person on site who has an appropriate first aid qualification

· Administration of medication to children

· Recording children’s individual health needs including allergies and how you respond to these needs.
· Preventing unauthorised access to the premises, and ensuring that all occasional visitors to the building sign the Visitors’ Book (giving details of their name, purpose of visit, arrival and departure times) and wear a Visitors badge that identifies them at all time.
· Fire safety 
· Emergency evacuation procedures and how regularly these are practised

· Using the accident / incident book to identify hazards and risks

· Ensuring all staff are aware of specific legislation and guidance on moving and handling.

d) The activities you provide and how they are supervised including your arrangements for: 
·  Food and drink and how you manage needs of specific children (e.g. those with allergies)

· How off-site visits are effectively supervised and risks minimised (individual risk assessments should be carried out for all off-site visits)
Policy Implementation:

· Pam Holmes is responsible for the implementation of this policy and conducting regular reviews.  All staff and partners are aware of who this person is and how to contact them:  Tel 07824 991992
· All staff are made aware of this policy as part of their induction, reviews, and training.

· All parents and carers are made aware of this policy and have the opportunity to contribute to its review.

Arrangements for Review:

This draft model policy has been written in consultation with a group of Children’s Centre Managers and was released on 01/04/2010.
To submit your comments about this policy, please use our feedback form at: www.clusterweb.org.uk/chc/chc_documents.cfm.
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