Northmead Before and After School Care Inc.

Policies and Procedures

B1 – Building security, storage, equipment repairs and maintenance
Policy Statement

We aim to provide a safe and secure environment through proper and immediate attention to all aspects of building and equipment repairs and maintenance. The centres committee and staff will ensure that building premises are maintained and adhere to procedures regarding safe practices with the upkeep of the premises with support from the school and professionals.
Considerations

Occupational Health and Safety Act.
Australian standards for playground equipment.

Education and Care Service National Regulation (r105)

Quality area 2 – 2.1.1, 2.3.2

Quality area 3 – 3.1.2
My Time, Our Place

Security

Procedure
Only authorised persons such as staff, Committee members and school authorities have key to access the building and equipment areas.

A key register will be maintained that indicates the person’s receipt of the key, date received, and date returned on completion of employment or completion of term as member of Committee.

The school documents their own key register for authorised person with key to the building for cleaning purposes only.

Extra keys will only be cut after agreement by the Committee, Director and school. A record will be made of where they are.

A locked filing cabinet will be provided to keep all monies and important documents. Access to the locked cabinet will only be permitted by approved staff and Committee members.

Staff will ensure that the building is left in a secure manner before leaving.

Staff must ensure that all windows are locked, applicable cupboards and other relevant areas are locked and that all heating and lighting is off before building is alarmed and all doors properly secured.

Staff will inform the school, police and the committee as soon as possible if there has been a break in to the centre of any kind.

Staff will remain at the centre until the police arrive or inform them of what to do.

Storage

Procedure
Documents

All confidential records relating to families and staff should be made inaccessible to children and all persons except those permitted to access them.

Documents stored off sight are labelled with an inventory recorded to easily access if required. Documents are stored in a personal storage unit

Dangerous substances/tools
Chemicals such as cleaning materials, disinfectants, flammable, poisonous and other dangerous substances, tools, toiletries, first aid equipment, and medications should be stored in the designated secured area which is inaccessible to the children.

Chemical cupboard will be labelled to be identified with relevant MSDS available.

Staff are responsible to ensure that these areas remain secure and do not inadvertently provide access to these items by the children.

A safe kitchen area will be provided with adequate storage and adequate waste bins lidded and emptied daily 

Knives are stored out of reach of children in kitchen area.

Children’s resources

Play equipment and toys will be stored around centre. This should be accessible to the children during the operating hours of the centre. Children are responsible to pack away equipment they use to the correct boxes or cupboards.

All equipment is to be neatly packed away at the end of each session.

Craft equipment will be stored in a separate area if required, children should ask permission before removing any craft equipment, such as paints and glues etc, not set up by the staff. All craft equipment is to be properly washed and cleaned before storage.

Drawing paper and other materials will be made available to the children at all times.

Where room permits a separate storage area will be available for large outdoor and sporting equipment. Director ensures these are clean and safe checking the storage area termly.
Building equipment, maintenance and repair
Equipment will be chosen to meet the children’s developmental needs and interests and all equipment will be maintained in a safe, clean condition and in good repair at all times.

There must be no damaged electrical plugs, sockets, power cords or extension cords.

All plug sockets shall be maintained as ‘child safe’.

Electrical appliances shall be in good working order. The centres electrical items will be tagged and tested in line with school procedure.
Electrical overload and earth leakage/residual current circuit breakers will be installed, maintained and regularly tested.

Provision will be made in the budget for regular maintenance and repair work and for deferred costs of major capital repairs.

All contractors should have their own public liability insurance.

The centre and equipment will be regularly checked to ensure that they are in a good and safe condition and comply with relevant Australian standards. The playground equipment is fully maintained by the Department of Education and Training and is outside the control of the centre. However, staff will ensure that the playground equipment areas are inspected carrying out safety checks each session.
Equipment will be regularly washed and cleaned and documented
Recycled craft materials should be checked for potential hazards.

Staff should ensure safe handling of all tools, particularly sharp tools, if used as part of any activity.

Parents will be encouraged to notify the staff of any problems that they might observe. 

Anything that requires maintenance is to be reported to the Director as soon as possible.

Faulty equipment should be removed or protection placed around any dangerous building sites.

A WH&S folder will be kept that records any maintenance that needs to be addressed.

The maintenance Reports will record:

· type of problem;
· date that it was observed;
· who notified the Director and when;
· what was done to rectify the problem;
· date repaired;
· tradesperson employed to repair the problem.
For urgent repairs the Director will organise a contractor/repair person to attend to the problem. The contractor will be chosen from a list that has been previously approved by the committee or education department where possible.
Non-urgent repairs will be recorded in the maintenance book. The Director will note this in his/her report and bring it to the attention of the committee at the next meeting. The committee and the Director will organise a tradesperson to rectify the problem.

For major repairs a minimum of three quotes will be sought and reviewed by the committee who will make a decision towards a further course of action. The Director or someone on the committee may obtain the quotes.

The school will be notified of any maintenance required to the building and school grounds.

The centres budget allows for maintenance repairs.

It is the committee’s responsibility, once a problem has been raised to ensure that it is rectified in the most efficient manner and that the centre is safe for staff and clientele.
Should the centre be considered unsafe or as being a health risk, then the centre will be closed, after notice has been given to all relevant parties, until the problem has rectified.

Pest control
We aim to provide a clean and safe environment by ensuring that every effort is made to maintain a vermin free centre. We will endeavour to do this with the minimum use of chemicals.

Equipment and especially food items will be properly stored so as not to attract pests and vermin.

Refuse bins and disposal areas will be emptied and cleaned daily.

Kitchen and food preparation areas and storage will be cleaned and maintained daily.

All areas will be checked daily for any signs of pests or vermin.

Should any pests or vermin be identified then action should be taken to rid the centre of the problem by:

· initially using non-chemical methods such as physical removal, maintaining a clean environment, and use of any non-chemical products;

· low irritant, environmentally friendly sprays to be used minimally and only with adequate ventilation and preferably not in the presence of the children;

· other methods such as the employment of a pest control company if deemed necessary by Committee where the above methods have failed.

If urgent the Director may obtain a contractor from Committee list to address the problem.

If non urgent the Director will bring the problem to the attention of Committee in her report and Committee will decide on the appropriate course of action.

All parents will be notified of any use of chemicals.

The school will be informed of pests or vermin observed within the school grounds and the centre.

Any use of chemical products should only be conducted outside the hours of the children’s and staff presence in the building.

All action will be taken to remove the children, staff and parents from the environment for as long as is safe and viable.
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