Policy 4 Physical Environment 
The premises are safe, secure and suitable for their purpose. The premises provide adequate space in an appropriate location, and is welcoming to children and offers access to the necessary facilities for a range of activities, which promote their development.

Procedures

Cleaning and maintenance
The hall Caretaker, who is employed by the Village Hall Management Committee, undertakes cleaning of the premises, toilets and kitchen. The staff and volunteers attending the setting are responsible for leaving the premises in the clean condition in which they should have been found. 

The centre’s own equipment, furniture, carpets and toys will be cleaned as and when necessary (see health policy), with a thorough and comprehensive clean at least once each year. At the same time the storage cupboard will be cleared, cleaned and toys restored once they have been cleaned and safety-checked. The centre is always closed on the day this is carried out.
Sole use of premises

We have sole use of the main hall, small room, and entrance corridor and toilet area. However staff from Mulbarton Social Club and the Parish Council Chairperson occasionally use the corridor for access to the Parish office and toilets. These people are CRB checked and staff are vigilant and will be aware when they access the corridor. If this happens staff will supervise the corridor and toilet area until that person has left. A few times a year a wake may be held in the social club during session times. Users may have to access toilets. Also occasionally, workmen may have to access the corridor for urgent repairs. We are always informed of these incidents in advance and will lock the inside door and ensure children are accompanied to the toilets throughout this short period.
We share the kitchen area with other hall users. Children are not allowed in this area. The outdoor area is accessible to the public. When we are using it we use a temporary fence to divide off an area for our use, and staff ensure children stay within that area.
Planning and building requirements

All planning and building requirements are the responsibility of Mulbarton Village hall Management Committee.

The centre rents the premises from the Mulbarton Village hall Management Committee; there is a rental agreement in place between the Mulbarton Village hall Management Committee and Mulbarton Children’s Centre Committee.

Access and security

Mulbarton Children’s Centre uses Mulbarton village hall premises. The hall is clearly signposted and parking facilities are available. The centre uses the main hall entrance, which is kept locked when children are in the care of the staff. Staff members open the door to parents and carers only after confirmation of identity. There are additional entrances that are also secure, and accessible only by staff. Bolts at a suitable height or locks ensure that children cannot access entrances independently. Provision is made to ensure that fire safety is not compromised by these security arrangements. During the period when children and parents are arriving and departing, a member of staff is present at the hall door to ensure no children can leave unaccompanied.
Staff leaving at the end of a session ensure that the premises, indoors and out, are left in a safe, secure and clean condition. Staff beginning their duties at 8:30 am carry out a brief visual check of the premises, to ensure that no vandalism or other disruption has occurred over night. Further more detailed checks are carried out prior to admitting children into the centre.
Telephone

The centre has its own mobile phone. Staff will carry their own mobile phones when on escort to and from the school or on outings.

Heating, lighting, electricity, and general maintenance (room temperature)

The main premises are centrally heated, thermostatically controlled and on a timer system. The temperature in the area used by the children is regularly monitored to ensure a comfortable temperature is maintained. 

The design of the premises allows plenty of natural light and there is good electrical lighting in all areas including outdoors. 

The Mulbarton Village hall Management Committee regularly carries out electrical checks and deals with any electrical issues and ensures that the fire alarms and fire equipment are maintained in good working order.

The centre reports any issues to the Mulbarton Village hall Management Committee and when ever possible maintenance and repairs are carried out when children are not present. If it is necessary to carry out work during opening hours, safety of the children will be the centre’s primary concern, and suitable arrangements will be made to ensure this. Staff members will always be present when maintenance is being carried out.

Space

A plan is kept in the operational plan, showing the layout of the hall and small room. Fire exit and location of fire safety equipment are shown on this plan. Copies of floor plans are displayed on walls or boards together with emergency instructions. The premises are fitted with smoke detectors and a fire alarm system, and meet fire regulation requirements in respect of fire safety equipment and emergency exits. Emergency lighting is fitted.

The centre’s operational plan ensures that all space is used safely and effectively, taking into account the particular needs/ages of children present at different stages of the day, including those with disabilities. The centre complies with the space requirements set out in the requirements of the EYFS, and the numbers and grouping of children as set in the centre’s registration document. We inform OFSTED of any changes to the use of the premises.

Risk assessments of all areas are carried out, and regularly reviewed.

Mulbarton Village hall Management Committee is responsible for ensuring compliance with local planning and building requirements

Rest areas

We do not have a specified separate area, but indoor space is managed so that a quiet area is available for those children who need to sleep during the day. This will usually be in the small room. Staff members are always present and aware of resting or sleeping children. Children are able to rest on beanbags with small blankets or on mats in the quiet room; where children will regularly need to sleep, parents/carers should supply their own named blankets which are kept in children’s individual bags.

Storage space

The centre has a locked storage cupboard in the main hall where the majority of the equipment is stored and four cupboards in the kitchen. We have some low-level storage boxes to allow children independent access to resources. We also have a padlocked metal container in the outdoor area where outdoor toys/equipment are kept.

In keeping with health and safety policies, lighter items only are stored at higher levels when possible and staff are trained for manual handling.
Hazardous items such as certain cleaning materials are stored in locked cupboards in the entrance corridor or in areas children do not access, out of children’s reach. Medicines are stored in locked kitchen cupboards, except for children’s inhalers, which are stored on the coat hooks just inside the main room, out of children’s reach, but still visible to the children they belong to.

Cash and valuables are kept in the kitchen or on pegs at the owner’s own risk. Any centre cash etc is held in secure boxes and transferred to the main locked cupboard or is taken home by the leading practitioner, deputy or named committee members.

Outdoor play space

The Centre does not generally use the play equipment in the park area immediately outside the hall. However where public playgrounds are used, a risk assessment is carried out and the Leading Practitioner ensures that the children do not use faulty equipment and that the equipment is suitable for the ages/abilities of the children accessing it. The grassed area (and when free, the paved area) to the side of the playpark equipment is used subject to safety checks. The outside play area gate is secured when playgroup children are in the outside play area. Staff open the gate as needed to let the public enter or exit, and supervise children closely at all times, following the correct adult to child ratio requirements. 

Parents and carers will be asked to give written permission for their child to go on local outings. To be completed at the time of admission to playgroup.

For children’s safety and comfort the following guidelines apply

· on cold, wet days parents or carers should provide their child with hat, coat, Wellington boots and gloves.
· on hot, sunny days parents or carers should dress or provide their child with lightweight clothing or at least a short sleeve t-shirt. (The Centre provides hats).
· Parents or carers should apply sun protection factor 25 to their children 15 minutes before their child leaves home to come to playgroup. Where children are staying all day staff will reapply the child’s own named suncream in the afternoon. If a parent or carer has forgotten, they must inform a member of staff before leaving their child at the playgroup. Centre staff will apply a high protection sun cream to children prior to play on hot/sunny days if parent/carers have forgotten. 

· outside play may be restricted if the sun is particularly hot. However we have a large gazebo to provide shade as needed.
Toilets facilities

There are male, female and additional needs toilet facilities with hand basins and soap dispensers, paper towels and a hot air hand dryer used only with staff supervision. Children normally use only the female toilet facility. Nappy changing equipment is located in the additional needs toilet facility. There is a nappy changing mat and protective gloves and aprons for staff. Staff prefer to use a changing mat and rug on the toilet floor as the halls nappy changing facility is not of a standard that meets the centre’s safety requirements. 

Regular cleaning is carried out by the hall caretaker, and staff ensure toilets cleanliness at the beginning and end of a session, and make hourly hygiene checks through the sessions. (See  Health policy)

Adult facilities

The kitchen is available to adults for breaks. 

The small room is available to staff, parent and carers for meetings, private interviews or discussion.

 Adults use the same toilet facilities as the children.

Kitchen facilities
The centre aims for all staff to have a food hygiene certificate.

Cooking and occasionally some snacks are prepared in the kitchen area nearest the hatch.

None-perishable foods and dry cooking ingredients are stored in locked cupboards in the kitchen. Perishable cooking items are normally kept at staff member’s homes or purchased just prior to use and stored safely during the session.

The centre has access to one fridge where we store perishable items such as milk, and those from children’s packed lunch boxes, which are stored in named bags. The temperature is checked daily.

Non-perishable items from children’s packed lunches are stored in their lunch boxes and are kept in the kitchen.

The centre has a garden area, which allows the opportunity for children to grow their own vegetables etc, which they may then wash, prepare and eat. 
Laundry facilities

Used cloths, blankets, aprons, and other laundry are placed in a bag and there is a general rota system of staff responsible for taking these home and washing these.

Displays

A variety of different displays provide both information and resources for children, parents or carers, and also provide opportunities for children to make their own contributions to a colourful, stimulating and valued environment. We encourage children, parents, carers and staff to display items they have produced or provided, particularly those, which supports overall or specific curriculum plans. 
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