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Holbeach Children’s Club is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. 
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REVIEW PROCEDURES 
 
The Health and Safety Policy for Holbeach Children’s Club (HCC) will be reviewed annually and revised as 
necessary. 
 
Any amendments that are required to be made to the policy as a result of a review will be presented to 
the Board of Trustees for ratification. 
 

AMENDMENTS 
 

Date Page Change 
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STATEMENT OF INTENT 
 
This policy is endorsed by the Board of Trustees, who accept overall responsibility for Health and Safety, 
and require all employees to help in complying with the club’s legal and moral duties.   
 
This policy explains the care and responsibility that all staff must practise and the guidance that must be 
followed to ensure that neither their actions or omissions at work adversely affect the health, safety or 
well-being of those in attendance, including themselves. 
 
It is the policy of the club to ensure, so far as is reasonably practicable, the health, safety and welfare at 
work of all its employees and others, who may be affected by its activities.  
 
HCC is committed to:  
 

● Providing a safe and healthy environment. 
● Preventing accidents and work-related ill health where practicable. 
● Meeting all legal responsibilities under Health and Safety legislation as a minimum. 
● Assessing all risks to anyone who could be affected by club activities, and putting in place 

measures to control these risks. 
● Ensuring safe working methods and providing safe work equipment. 
● Providing effective information, instruction, training and supervision. 
● Monitoring and reviewing safety arrangements and prevention measures to ensure that they are 

effective. 
● Ensuring adequate welfare facilities are in place. 
● Ensuring adequate resources are made available for Health and Safety issues, so far as is 

reasonably practicable. 
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ORGANISATION 
 
The Board of Trustees accepts overall responsibility for all matters regarding Health and Safety.  HCC 
requires its Trustees and employees to acknowledge and accept their individual and collective 
responsibilities and to ensure, so far as is reasonably practicable, that their actions meet or enhance this 
Health and Safety Policy.  
 
HCC will ensure that this Health and Safety Policy will be monitored so that its effectiveness can be 
evaluated.  Any weakness in the policy and its implementation will be identified and the appropriate 
remedial actions taken.  
 
Responsibilities in Law 
The Health and Safety at Work etc. Act (1974), subsequent legislation and associated regulations, codes 
of practice and guidance notes published by the Health and Safety Executive (HSE) place legal 
responsibilities upon employers, employees, persons in control of premises, designers, manufacturers, 
suppliers, installers, self-employed persons and the occupiers of buildings.  
 
A breach of those responsibilities is an offence criminally and chargeable in law. Ignorance of the 
relevant legal duties is not an acceptable defence in law.  
 
It is in the interests of the club and all its employees to understand the potential severity of any failure to 
comply with Health and Safety legislation, standards and codes of practice on a corporate and personal 
level. Failure to act within the law can lead to fines and / or imprisonment. Such a failure may also result 
in disciplinary action. 
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The table below outlines health and safety responsibilities for key roles at HCC: 
 
 

THE BOARD OF TRUSTEES 
● Have overall responsibility for Health and Safety matters at Holbeach Children’s Club and to 

ensure adequate resourcing for the implementation of this policy. 

 
 

THE MANAGER 
● Ensure that all staff have read the Health and Safety Policy, comply with its requirements and 

fulfill their responsibilities. 
● Monitor working conditions to ensure the site is safe for the whole club community to use. 

 
 

STAFF 
● All staff are expected to fulfill their legal duty to take reasonable care of their own Health and 

Safety and that of others. 
● All staff are expected to raise concerns of a Health and Safety nature through the appropriate 

channels 
● All staff are expected to exercise effective supervision of their children and to know the 

procedures in respect of fire, First Aid and other emergencies and to carry them out. 
● All staff are expected to integrate all relevant aspects of Health and Safety instructions to children 

as often as felt appropriate. 
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PROCEDURES AND ARRANGEMENTS 

 
The following procedures and arrangements have been established to eliminate or reduce Health and 
Safety related risks to an acceptable level and to comply with minimum legal requirements.  
 
The arrangements below should be read in conjunction with other detailed policies and written 
procedures listed in Appendix 1. 
 
Accident and Incident (or near miss) Reporting 
An accident is defined as an undesired event that results in personal injury or damage. A near miss is an 
incident that did not result in injury, allowing the opportunity to prevent a serious event in the future. 
 
All accidents resulting in minor First Aid will be managed by an appropriate adult and any treatment 
given must also be recorded.  Accidents that result in further treatment and/or near misses must be 
reported immediately to the Manager, via the club’s Accident Reporting Form (see Appendix 2). 
 
It is the responsibility of the Manager to ensure that each incident/accident is correctly recorded and, if 
applicable, reported under RIDDOR, and that an appropriate investigation is carried out.  All RIDDOR 
reportable events must also be reported to the Board of Trustees.  
 
Accident and near miss statistics must be reported by the Manager to the Board of Trustees on a termly 
basis and this data should be analysed to ensure appropriate steps have been taken to prevent a 
recurrence and/or events of a more serious nature.   
 
The site of any serious accident or near miss should not be cleared without the authorisation of the 
Manager. The Police, Health and Safety Executive and Environmental Health Officer could consider an 
incident site to be a potential crime scene and expect a careful investigation of the incident to be 
recorded if it cannot be left undisturbed.  
 
The Manager must: 

● Investigate the cause 
● Record information, conditions, statements 
● Take photos, measurements, samples 
● Record the incident using the accident/incident reporting form (Appendix 2) 
● Check the area is safe before restarting work 
● Support the Board of Trustees in ensuring the reporting of all incidents required under RIDDOR 
● If necessary, prepare a full report. 
● Keep records of all incidents for seven years 

 
 
 
 
 
 
 
 
 

 
 
Ensuring the Safety of Activities 
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The Manager is responsible for ensuring that risk assessments are in place for any activities where there 
is a potential risk to staff and children. The risk assessments must be accessible to all staff on site and 
reviewed regularly.  
 
Journey to the Club Site from Holbeach Primary School 
The Manager is responsible for ensuring that all journeys are managed in accordance with the HCC 
Walking Bus Policy and related risk assessment. These documents will be reviewed by the Manager 
annually, or sooner if the need presents itself. 
 
Electrical Safety 
The Landlord is responsible for ensuring that a competent electrician (NICEIC or ECA) inspects the 
hard/fixed wiring system regularly and that any identified remedial work is undertaken as prioritised.  
 
The Landlord will also ensure that all its portable electrical equipment is tested in accordance with the 
timescales recommended by the Health and Safety Executive and the Approved Code of Practice. 
Portable Electrical Appliance Testing (PAT) includes any item that is electrically powered and used in the 
workplace. This also includes ancillary equipment such as extension cables.    
 
Employees should not bring personal electrical items onto the site, without permission from the 
Manager, who will decide whether the item needs to be tested and what course of action should be 
taken. Employees should visually inspect all portable electrical appliances before using and report any 
damaged items or concerns to the Manager. 
 
Employees are not to touch or open fuse boxes or electrical circuitry. Any damaged or defective items 
observed should be reported immediately by the Manager to the Landlord. 
 
Fire Safety 
It is jointly the Landlord and Board of Trustees’ responsibility to have a Fire Risk Assessment carried out 
and this is renewed regularly according to legislation.  It is also jointly the Landlord and Board of 
Trustees’ responsibility to review the action plan from the Risk Assessment and where practicably 
possible, ensure that all points are actioned within recommended time frames. 
 
A Personal Emergency Evacuation Plan (PEEP) must be in place for any child or staff member whose 
ability to carry out emergency procedures unaided is inhibited. This may include, but is not limited to 
those with a medical or physical disability and children with additional needs. 
 
Fire escape routes, doors and corridors should be kept clear at all times. Fire doors must not be propped 
open or obstructed in any way and escape routes should be checked daily by the site staff.  
 
Fire extinguishers are provided at points throughout all the site and are maintained by the Landlord. A 
visual inspection of the site should be made by HCC staff daily. 
 
Emergency lighting, where provided, is installed and maintained by the Landlord in line with statutory 
guidance.  
 
Testing schedules will be regularly monitored and recorded by the Landlord.   

 
First Aid 
First aid should be given by a trained First Aider or a medically qualified person. A responsible adult can 
apply a plaster or bandage, although it is recommended that this be done by trained First Aider. A list of 
First Aiders should be displayed at each site. 
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Detailed information regarding the administering of First Aid can be found in the HCC First Aid and 
Medication Policy. 
 
Food Safety 
All employees who are to be involved in handling food, ie: preparing and serving, should undertake a risk 
assessment of the activity and take note of further guidance found in the HCC Food Policy. 
 
Controls in place include: 
 

● Ongoing cleaning regime in all work and storage areas. 
● Temperature controlled food storage (where necessary). 
● Segregated food storage (where necessary). 
● Food is marked with “use by” dates. 
● Regular cleaning of all work equipment and surfaces. 

 
Any employee whose role involves handling food who has suffered from diarrhoea or vomiting is 
required to phone in sick and remain away from the premises for at least 48 hours after the last bout of 
illness.  

 
Hazardous Substances 
 
All substances that fall under Control of Substances Hazardous to Health (COSHH) Regulations are 
identified and are subject to COSHH Assessment before being used.  Data sheets must be kept for all 
substances used on site and where the data sheet specifies that the substance is hazardous, a COSHH 
Assessment must also be undertaken (see Appendix 3) 
 
If anyone is exposed to a hazardous substance, the data sheet and assessment must be taken to the 
hospital with them. 
 
Inclusion 
All staff should be familiar with the HCC Equality, Safeguarding and Inclusion and Accessibility Policies.  
 
The Manager is responsible for ensuring that there are adequate facilities and support to ensure the 
health, safety and welfare of any child with additional needs.  
 
All staff working with children with additional needs must be given information about those needs and 
receive sufficient training as is necessary for them to be able to support their social and personal needs.  
 
The Manager must ensure that all risk assessments for activities are adapted as necessary to ensure the 
safety of any child with additional needs and no child should be excluded from an activity on the grounds 
of Health and Safety unless this is absolutely unavoidable.  
 
Where it is considered essential to exclude a child from all or part of an activity, this exclusion must be 
authorised by the Manager. 

 
Managing Medicines and Drugs 
No child is allowed to take medication onto the site site without there being the written authority from 
his/her parent or carer, via an Administration of Medication Request Form, which can be found in the 
HCC First Aid and Medication Policy. This form must be held with the medication in a suitably secure, yet 
accessible, location on site.  
 
Staff who have medication with them on site are responsible for the safe storage of this medication to 
ensure it is kept in a secure place that is not accessible to children. 
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The HCC First Aid and Medicines Policy provides further guidance on the storage and administration of 
medication. 
 
Maintenance and Inspection of Equipment 
The Landlord is responsible for ensuring that site equipment is inspected and maintained appropriately. 
 
All faulty equipment must be taken out of use and reported by the Manager to the Landlord for 
appropriate action to be taken. Staff must not attempt to repair equipment themselves. 
 
Manual Handling and Lifting 
Very rarely, tasks will require physical effort and, so far as is reasonably practicable, HCC is committed to 
managing the risk to health from manual handling operations. The Manager will carry out a risk 
assessment for any specific instances where manual handling and lifting is required. 
 
No member of staff should attempt to lift or move any heavy furniture or equipment themselves but 
must ask the Manager for advice.  
 
Children are not allowed to move or lift any heavy or unwieldy furniture or equipment. 
 
Staff who assist children with significant physical disabilities must be trained in the safe use of any lifting 
equipment supplied to them, handling techniques, and moving people, as deemed appropriate to their 
role and the child’s needs. 
 
Medical Screening and Staff Welfare 
Before employment is confirmed, all potential employees must complete a medical questionnaire from 
HCC’s chosen Occupational Health consultant. If necessary, they will also be asked to attend a medical 
examination to establish: 

 
● Mental and physical capacity to do the work required. 
● Medical history which could be aggravated by the planned work or environment. 
● Any reason to believe he/she may be a hazard to themselves or others. 
● Specialist considerations. 

 
Personnel with an existing medical condition or disability will not be disqualified from employment 
unless the condition reduces their ability to do the required work to an unacceptable level, which will be 
defined by a risk assessment.  Special arrangements and equipment will be provided to allow staff to 
work safely and, where appropriate, a Personal Emergency Evacuation Plan (PEEP) will be prepared and 
documented for use in the case of emergency. 
 
It is the responsibility of all staff to report any changes in their health to the Manager for appropriate 
action.  
 
If an employee reports to the Manager that she is pregnant, a risk assessment will be recorded with her 
and suitable precautions agreed immediately. The risk assessment should be reviewed each month until 
the employee begins maternity leave, with the onus on the member of staff to report any changes to her 
health in between times. 
 
Concerns will be carefully considered to avoid discrimination on the grounds of race, gender, disability, 
age or religion. 
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Risk Assessments 
Risk assessments are used to identify potential hazards and appropriate control measures to ensure that 
those activities can be undertaken safely. HCC has devised a list of suggested and essential risk 
assessments which should be considered (see Appendix 4). This list should not be seen as exhaustive.  
 
Risk assessments will be undertaken by or under the control of the Manager. 
 
Control measures required to remove/control risks identified by the risk assessments will be approved by 
the Manager and these will be reviewed annually or when the work activity changes, whichever is 
soonest.  
 
Security and Safeguarding 
HCC aims to provide a safe and secure environment for its employees, children and others who may visit 
the club.  
 
Access is restricted to authorised persons. A security risk assessment is carried out and all reasonable 
steps are taken to prevent unauthorised access to the club site.  
 
All HCC staff are issued with a name badge and HCC lanyard and must wear this at all times. 
 
All visitors should follow the entry procedures and comply with any requirements thereof. All staff must 
sign in and out using the designated method. Staff must challenge any visitor to the site who is there 
without permission and escort them back to the entrance.  
 
If a visitor or parent becomes aggressive, staff should seek assistance from the Manager and contact the 
police if necessary.  
 
Any incidents of verbal abuse or threatening behaviour by parents, visitors or children must be reported 
immediately to the Manager.   
 
Site Maintenance  
The Landlord is responsible for ensuring the safe maintenance of the club site and for ensuring that 
cleaning standards are maintained. 
 
Staff undertake a visual inspection of the site every day. The Landlord will undertake regular site 
inspections and maintain written records of these and any related works in compliance with its Health 
and Safety Policy.   
 
All staff are responsible for reporting any damage or unsafe conditions to the Landlord via the Manager. 
 
Smoking 
Smoking is prohibited on site and this includes the use of e-cigarettes. 
 
Staff Training and Development 
All new staff are inducted according to the HCC Induction and Probation Policy.  
 
Health and Safety and fire safety training must be undertaken by all staff on an annual basis and will be 
provided by HCC. Records of all training undertaken should be kept locally by the Manager. 
 
Employees needing specific skills and knowledge will be identified and appropriate training will be given.  
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Details of all training provided will be recorded by the Manager. This record must include the details 
below: 
 

● Staff member 
● Name of course and duration 
● Date undertaken 
● Signature of staff member to confirm they have completed the course 

 
 
Stress  
The Trustees and Manager are responsible for taking steps to reduce the risk of stress by taking 
measures to ensure colleagues are supported as per the HCC Staff Well-Being Policy.   
 
Although stress, if it does occur, can be a significant concern, the club can only provide help and support 
when they are made aware of any employee suffering from stress-induced symptoms. 
 
Employees are told at induction and routine briefings to report any such problems or concerns about 
themselves or others so that appropriate help can be provided. Any employee reporting a concern will 
be treated with respect, and care will be taken to investigate the issue, approach the relevant person 
sympathetically and to develop a practical and realistic solution for immediate and longer term needs in 
accordance with the HSE guidelines for managing stress.  
 
Young Persons 
Young persons (those under the age of 18 years old) may have little work experience and need closer 
supervision and guidance to minimise the risk of injury. If such a person is employed or works on a 
voluntary basis, a risk assessment will be recorded to identify and manage the additional risks to the 
person and others nearby.  Any reasonable practical changes to this must be implemented to minimise 
any risks identified.  The parent/carer may also be involved in this process to ensure the precautions are 
suitable and adequate. 
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Appendix 1 – Supporting Policies and Procedures 
 
This Health and Safety Policy refers to other HCC policies and dependent on the role of the person 
reading this policy, an awareness and/or working understanding of the following will be required: 
 
First Aid and Medication Policy 
Food Policy  
Walking Bus Policy 
Safeguarding and Child Protection Policy 
Fire Safety Plan 
Emergency Evacuation Procedure 
Behaviour Policy 
Staff Wellbeing Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please complete the section below, and return this whole sheet to the Manager for filing on your 
personnel file.  
 
 
Member of Staff Acknowledgement 
 
I have read the HCC Health and Safety Policy and agree to follow the procedures outlined therein, in 
conjunction with the above listed policies.  
 
 
Employee’s Name: ______________________________________ 
 
Employee’s Signature:  ______________________________________ 
 
Date of Signature: ______________________________________ 
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Appendix 2 – Accident/Incident Report Form template 

  
Accident Reporting Form 

 

 Name of injured person  

 Date/time of accident   

 Place of accident  
 Describe the accident/incident (use overleaf including body map) 

  
 
 

 Nature of injury Bumps Blood Bones Other 

 Name and contact details of any witnesses  

 Name of reporting person  

 Where did the accident occur?  

 
Describe: 

 
 

 Was first aid applied? If yes, by whom?   (tick all boxes and write down name of first aider) 

 Plaster Cold compress Bandage Other*  

 Name of first aider: 
*If you ticked “other”, please describe: 

 
 

 To be completed by First Aider 

 Was further action required? (tick all boxes) 

 Further first aid 
Hospital 

treatment 
Ambulance Call parent/carer Sent home 

 Date/time of further action   

 
Parent/Carer/Manager alerted? Yes: No: 

 Has the accident resulted from a slip, trip or fall and the patient has 
required hospital or other medical professional treatment or 
investigation?  
 

Yes: No: 
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Describe the accident/incident 

 

 
 

Report on any action taken following the accident 
 
 
 

Name of person reporting the accident  
Manager’s signature  Date:  

To be completed by the Manager 
( if accident has resulted in trip, slip or fall and person has required hospital or other medical professional treatment) 

Accident reported to HSE Yes: No: 

HSE Reference number Yes: N/a: 

Date/time of report  

Manager Report on investigation 
 
 

Any resulting actions required reported to the Manager: 

 
 
Signature of Manager  
Date  



Appendix 3 – COSHH Assessment Template 
 

Holbeach Children’s Club  Decide who may be harmed (insert ✔): 

 Child  Contractors  Visitors  

Product Name and Manufacturer of Substance: Staff  Vulnerable People  Volunteers  

What is the substance used for? 

Is the substance: ((insert ✔ for all that apply) 
*for any substances that are classed as oxidising or flammable you should review your  fire risk assessment 

Harmful / Irritant Flammable Toxic Corrosive 
Danger to the 
Environment 

Explosive Oxidising 
Carcinogen / 
Respiratory  

Gas under 
pressure 

         
         

the substance is hazardous to health when (insert ✔): 

In contact with skin  In contact with eyes  Inhaled   Ingested  

First Aid Measures (in event of an incident the following measures will be taken) 

Skin 

 
 
 

Eyes Inhalation Ingestion 

How is the substance used and stored: 
(e.g. diluted in water, applied with a brush, sprayed, stored in locked cabinet etc) 
 
 

List here any personal protective equipment (PPE) required: 
(PPE should not be used in place of controls detailed on the manufacturers safety hazard sheet, if you do not know what PPE should be provided undertake a PPE assessment of need risk assessment) 

 

 

Action taken in event of accidental release / spillage: 
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Disposal of product / packaging: In accordance with packaging label and / or MSDS sheet. 
✔ Level of Residual 

Risk:   
HIGH MEDIUM LOW 

Date of Assessment:  Carried out by:  Date of next review:  

Also refer to these other relevant 
risk assessments or safety advice 

documents: 

● Relevant Safe System of Work 

● Safety Guidance Document SG15 COSHH 

● Relevant Manufacturers Safety Data Sheet and Appropriate Activity Based Risk Assessments 



 
Appendix 4– Risk Assessments – a suggested list of risk assessments: 
 

 
 

● Individual Medical Needs 
● Additional Needs 
● Physical intervention 
● Food Preparation 
● CoSHH 
● Emergency Evacuation Routes 
● Personal Emergency Evacuation Plans 
● First Aid Assessment of Need 
● Walking Bus 
● Manual Handling 

● Slips, trips and falls 
● Return to Work (staff)  
● Storage Areas  
● Stress - Assessment of Need  
● Volunteers 
● Working While Pregnant 
● Security 
● Young Persons 



 


