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Health and Safety Policy
The Family Haven’s policy on Health and Safety at work is to provide as safe and as healthy working conditions as possible and to enlist the support of all employees towards achieving those ends. While overall responsibility rests with The Family Haven’s Executive Committee, all staff and volunteers have a legal duty to take reasonable care, to avoid injury to themselves or others, by their work activities to protect Health and Safety.
The Centre Manager is responsible for ensuring the implementation of health and safety requirements on site.
Emergencies
Fire
· In the event of a fire strict procedure should be followed:-
· The Manager will telephone the Fire Brigade.
· The Centre Manager will be responsible for the safe evacuation of the building.
· The Nursery Manager or Nursery Deputy will be responsible for the safe evacuation of the nursery.
· The assembly point is in the front garden.
Accidents
The first Aid Box is located in the dining room. The appointed person responsible for first aid is  Helen Jackson.
In the event of serious accident/injury the Managers will be responsible for calling an ambulance. They should then inform the emergency contact, found on the admission form.
The accident book is kept on top of the first aid box, it should be completed as soon as is practicably possible. Accident records will be kept for at least 21 years and 3 months.
The Managers will inform the Trustees of any serious accident/injury.
The managers must assess all serious accidents with the view to further action being taken. If necessary a report should be made under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations)
Intruders
If an unwelcome visitor tries to gain access to the building, they should be asked to leave. If they refuse they should be warned that the Police will be called. If the intruder persists or becomes violent the Manager will be responsible for calling the Police.
Hazards
Risk assessments will be carried out and reviewed annually. However staff and volunteers should remain vigilant at all times and report any hazards to the managers. 
Some of Hazards That Staff & Volunteers Should Be Aware Of Are: -
Laundry Room
Washing machines and tumble driers should be used with care. All machines should be inspected regularly by staff. The filters on the tumble driers should be cleaned out daily Clients must be made aware of using machines in accordance with the manufacturer’s instructions. Children are not allowed in the basement.
Kitchen
Care should be taken with all cooking utensils and equipment especially sharp knives. Care should be taken when drinks or meals are served. Extreme care should be taken when carrying hot liquids or food. Children are not allowed into the kitchen.
Floors
Special care should be taken on kitchen, laundry and nursery floors. Allow half an hour for floors to dry before going onto them. Mop up any spills immediately. 
Offices
Beware of trailing cables.
Regular breaks should be taken when using computer screens (every hour)
Nursery/Children
Ensure that all doors and stair gates are closed securely. 
Do not allow children to climb on furniture or swing on safety gates.
All cleaning materials must be kept well out of reach of all children.
Never leave children unsupervised in rooms or outside areas.
Do not allow children to carry dangerous equipment eg scissors, mugs, sticks, etc
Any up-turned chairs should be righted immediately.
Any dangerous items should be removed.
Gloves should be worn when changing nappies; the changing mat must be wiped with anti-bacterial cleanser after use.
Use Of Candles
The use of candles will be limited to birthday cakes, Diwali and alternative therapies. Candles will not be left burning unsupervised and great care will be taken to make sure they are extinguished properly. 
Use of Ladders
The use of ladders is banned except when they are owned and used by The Family Haven’s contractors. Use of the Family Haven’s a frame step ladder is permitted for short periods e.g. to access storage cupboards, change light bulbs, check emergency lighting etc.
Lifting
Care should be taken when lifting using proper lifting techniques.
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