
[image: image1.png]soyneCoordtuden) @ & - 8 x

@ Avsve @o) H B = Health and Safety training April 22 ~ O Search (Alt+Q)
Fle  Home Insert Draw Design Transitions Animations ~Slide Show Record —Review View Help @ Record
“ cu =  tayout - [u} 2 Find =
K X cut E’ﬁqh“ A A lp 13 ENNOOO ..Dm ;: \!ﬁ
@ copy ~ N Re {3 Reset. [cal ALLD 3G~ , jr % Replace ~
ew  Reuse N U's % AV aa. 2. A ~ Amange Dictate | Design
< Format Painter | Slide~ Slides 5 section - =) e P I select~ v ldess
Undo Clipboard El Sides Font Paragraph Drawing Editing Voice  Designer v
7
7 [ ———
8
E ’- e
Position the Adopt a
Stop & Think feet good
posture Move the Put down then
Get a firm feet adjust
Brip
1
P,
12 More information at: https://shoutoutsafety.co.uk/good-manual-handling-techniques/ -
2
s

Sicesof 13§ Accessbity: mvestigate

H R Type here to search Mostly sunny




    Churches Together in Melton Mowbray

             Child Contact Centre

           Health and Safety Policy

Statement of Intent 

Our statement of general policy is to: Prevent accidents and cases of work-related ill health by managing the health and safety risks in the workplace. Provide clear instructions and information, and adequate training, to ensure the Co-ordinator and the volunteers are competent to do their work. Engage and consult with the Co-ordinator and the volunteers on day-to-day health and safety conditions and implement emergency procedures – evacuation in case of fire or another significant incident. Maintain safe and healthy working conditions, provide, and maintain any equipment that either a volunteer or service user uses and ensure safe storage/use of substances. 
During every session the Health and Safety law poster is must be displayed. 

The policy of the National Association of Child Contact Centres (NACCC) is to provide and maintain safe and healthy working conditions, equipment, and systems of work for all our employees, and to provide such information, training, and supervision as they need for this purpose. NACCC’s policy applies equally to visitors and any other persons who have a bona fide reason for being on the premises. This is a general statement of Charity policy relative to the Health & Safety at Work Act 1974. As part of the Charity’s commitment to healthy and safe work practices, this policy will be annually reviewed and updated as changes of work practices occur. 

Responsibilities

The parents and / or carers (not the volunteers) are responsible for the safety and supervision of their children whilst at the Contact Centre.

The Co-ordinator the team leaders, and the volunteers have a duty to be alert to the dangers of fires and everyone can help minimise the risk of a fire starting. 
It is good practice to ensure that: - 
The health and safety checklist must be filled in before every session, by either the team leader or volunteers present.
Emergency exits are always clear. 

Walkways and stairs are kept clear. 

Rubbish bins are emptied after every session.  

Any electrical faults in any equipment are reported and repaired. 

Work areas are kept clean and tidy. 

All fire doors are kept closed.
Team leaders and volunteers must acquaint themselves with the locations of both Fire exits and Fire alarm points.  

Team leaders and volunteers must participate in any fire drill.
At the commencement of parents and carers, professionals using the Contact Centre must be shown the fire drill and the fire drill notice must be displayed. 

Risk Assessment
The Melton Mowbray Child Contact Centre accepts that it has a duty of care to ensure wherever possible, that the premises and equipment are safe and fit for purpose, for use by volunteers and users of the centre. The premises are visually checked and documented before each session and premises notices relevant to the Contact Centre are displayed in prominent positions. Toys and equipment are examined regularly, and any problems are reported to the Co-ordinator immediately. The Hope Centre building is a non-smoking area.  Children should not be allowed in the kitchen area.  Perishable goods are inspected weekly and replaced when necessary. 
Lift

The lift should only be used for smaller children, wheelchair users, or those deemed to require it, the child(ren) must be accompanied by an adult (either a volunteer or a parent). Children in a pushchair can go in the lift. The weight limit must not be exceeded.   

Gate 

The gate at the top of the stairs should be closed at all times during the session(s), so that children are safe upstairs, all children should be with an adult outside of the loft room. 

Manual Handling

It is each volunteer at MMCCC’s responsibility to identify their own limits in terms of the weight they are lifting and should ask for support when it is required. Do a dynamic risk assessment before anything is moved, consider whether there are two people required. 
Please see below the sequence of how to support yourself during a manoeuvre.
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If the item is to be put on the floor and you have reached where the item needs to be, bend your knees instead of your back and lower yourself gently. Once the box is safely down, you can let it go and stand up – again keeping your back straight. 

More information at: 
https://shoutoutsafety.co.uk/good-manual-handling-techniques/
https://www.cubic-storage.com/blog/how-to-lift-box/#:~:text=It%E2%80%99s%20understandable%20to%20feel%20tempted%20to%20get%20rid,stand%20up%20%E2%80%93%20again%20keeping%20your%20back%20straight.  
Ladder safet
Inspect the ladder before use (Information regarding the inspection can be found via this link https://www.hse.gov.uk/work-at-height/ladders/how-to-check-ladder-is-safe-before-use.htm)
· How to use stepladders safely

· Check all four stepladder feet are in contact with the ground and the steps are level.
· Don’t overreach.
· Don’t stand and work on the top three steps (Only go up to waist height).
· Ensure any locking devices are engaged- two stays & top platform. 

· Try to position the stepladder side on to the windows, this may require some chairs moving.
· Maintain three points of contact at the working position. This means two feet and one hand, or when both hands need to be free for a brief period, two feet and the body supported by the stepladder.
· Make sure that there are other volunteers present before climbing the ladder.

Hot drinks 
The kettle and the lead in the kitchenette must be kept at the back of the counter to prevent an accident.
All service users are not allowed in the kitchenette area.

All cups with hot drinks in them must have lids on them, to limit the amount of hot fluid leaks out if falls over. Any spills must be cleaned up immediately and children / adults should clear that area whilst the spillage is being dealt with. 

A yellow sign should be placed near to the spillage, warning others of the hazard (if on a non-carpeted surface). 
All volunteers’ hot drinks must always be supervised and placed out of reach of children; parents / carers take responsibility for their own hot drinks around their own children.
Fire Evacuation Procedures
Please read the fire the fire safety procedure in the blue folder, it is also available to read on the foyer in the entrance of the building. 
Please note that there is a change of name for Melton Vineyard Pastor who is now responsible.
First Aid:

A First Aid box is in the contact room and available for use by the volunteers and the service users for their children. The first aid box is checked monthly (within the health and safety checklist) and documented. If any of the stock is out of date or damaged etc. the Co-ordinator should be made aware and then replaced when necessary. MMCCC has an accident book; this must be filled in correctly every time an accident occurs and the Co-ordinator must be notified in the debrief. (The team leader is available to support anyone filling the accident book in.)

Any first aid that is given should in the first instance be the responsibility of the parents or carers of the child. 

Miscellaneous: 

Two volunteers must be in the main room once the families have arrived, to ensure safety of all users and volunteers and team leaders. Team leaders, Coordinator and volunteers are not permitted to carry any child up the stairs; the lift must be used if this is required.
The door to the storage room should be kept locked at all times and only the Co-ordinator, team leaders and volunteers are permitted to enter at any time. 
Any visitors must be challenged, and the team leader must be notified. Any person using / visiting the Contact Centre must be signed in and out of the building for fire evacuation purposes. The MMCCC mobile phone must be switched on in case of emergencies. 

This policy will be reviewed annually.
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