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Policy statement                                                                                                     St Michael’s Pre-school
St Michael’s Pre-school recognises its responsibility towards ensuring the health and safety of everyone who comes directly or indirectly into contact with our pre-school. We are committed to providing a safe environment, for employees, volunteers, students, children, parents and visitors. This policy is important not only for security and health and safety reasons but also for the control and guidance of visitors on our premises. 

Key Legislation 

A) Health and Safety at Work Act etc. (HASAWA) 1974, Section 3 This act states we have a duty to ensure the health, safety and welfare of people who are not in our employment but access our provision for other reasons. 

B) Management of Health and Safety at Work Regulations require visitors to be given appropriate information and instructions regarding relevant risks to their health and safety. 
Definitions - for the purpose of this policy 
Visitor - this includes parents/carers, potential parents, other professionals, outside providers, volunteers, students, regulatory bodies, maintenance professionals and personnel visiting for business reasons. 
General Statement 
· All visitors must provide adequate ID before accessing the setting. 

· Any special arrangements required by a visitor must be ascertained prior to a planned visit and reasonable adjustments implemented. 

· St Michael’s Pre-school employees must take responsibility for the safety of our children, themselves and visitors and should ensure that the requirements of this policy are adhered to at all times. The manager is responsible for overseeing the safety of all parties.

· Equipment must always be used safely and left in a safe condition. Any activity which requires climbing equipment, electrical equipment or maintenance resources must be risk assessed and appropriate control measures put in to place.

Visitors Procedures

· We welcome all parents and visitors to St Michael’s Pre-school. 
· All visitors are required to ring the doorbell to gain entry into the hall.

· All visitors sign the visitor’s book on arrival and departure. 
· When signing the visitor’s book, the visitor will be asked to read our health and safety guidance.

·  Visitors must adhere to the Pre-school’s Mobile Phone, Camera, smart-watch and Social Media Policy. 
· Regular visitors are required to hold an enhanced DBS certificate which the manager will record on the DBS records.

· At no time will a visitor be left alone with a child. 
· We have a strict no-smoking policy. 

· Visitor’s must wash their hands prior to entering the building; in line with government guidelines. 

· Visitor’s must follow the setting’s policy on face coverings and cleaning in line with government guidelines. 

· Visitors must have regard to the pre-school’s confidentiality and data protection policy.

· Maintenance professionals must be accompanied by a member of staff at all times whilst in the building. 
· Visitor information is obtained for health and safety reasons, track and trace, evacuation purposes and for the safeguarding and welfare of our children, staff and families. 
· Parents, visitors and students are reminded not to answer the door or let parents out of the building.

· Staff should be the only people allowing external visitors and parents entry to the building.  
· Visits will be booked, where possible, in advance so that staff know when to expect them. 
· Visitors must report all accidents or near miss incidents on our premises to a member of staff. 
· Visitors must comply with our policies and procedures at all times.

· The pre-school has a zero-tolerance policy towards any form of harassment. 
· Safeguarding the children in our care remains paramount. Deliveries A person making a delivery is not classed as a visitor and, therefore, not required to sign in or enter the building.
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