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POLICY

UCAN Head Start’s philosophy on safety is based on every employee’s interest and active involvement to maintain a culture of safe practices, therefore providing a safe learning and working environment for families, children, and staff.  

PROCEDURE
· The UCAN Safety Improvement Team inspects all sites every three months using the Worksite Inspection form which is submitted to the site supervisor.

· All classroom outdoor and indoor environments are checked daily by Head Start staff.

· Staff fills out a Safety Incident Report on every issue. 
Indoor/Outdoor Immediate Safety Issues (representing immediate danger to children)

· Staff who discovers an immediate safety issue are to fix it if possible.

· If issue cannot be fixed immediately, staff marks the area “Hazard!”

· Staff calls the site supervisor who determines a plan of action.

· Staff fills out a Maintenance Report and faxes or delivers it to the site supervisor.

· Supervisor documents the plan of action to correct the issue and submits it to the Program Operations Supervisor (POS) and Child Development Services Manager (CDSM) for implementation.

· ASS implements the plan of action and files the completed Maintenance Report.

Outdoor Inspections / Safety Issue Requiring Plan of Action

· Education staff conducts two outdoor safety inspections daily (a.m. and p.m.) for hazardous materials at the following areas applicable to their site:  Playground, entrance, breezeway, covered play shed, and play equipment shed (for proper storage and locked when not in use).  Staff sign and date the weekly outdoor safety checklist upon completion.  

· A Maintenance Report is filled out for every issue and turned in to the site supervisor.  Staff corrects the situation when possible, but if an unsafe situation cannot be readily corrected, the teacher notifies the assigned supervisor.

· The supervisor develops a plan of action to correct the situation and submits the report to the POS and CDSM for implementation.  Corrections are documented on the Maintenance Report and filed upon completion.

·   Classroom staff submits the Daily Outdoor Safety Checklist weekly to the site supervisor for review, and all checklists are filed in the safety file according to site.

Indoor Inspections / Safety Issues Requiring Plan of Action

1. Classrooms are checked on a daily basis by education staff using the Daily Indoor Safety Checklist 
· In the case that one site (am and pm), the classroom environment will be checked by staff as stated on the Daily Indoor Safety Checklist.

· Classrooms not sharing will do classroom inspections prior to the arrival to children and after the children leave and the cleaning has been completed.

· Items on the safety checklists noted with (*) will be completed by both am and pm classrooms

2. Classroom staff who arrive at the site and discover signs of an overnight disturbance such as a break-in immediately notify the supervisor who notifies the Head Start Director.  In the case of the Director’s absence, the POS is notified.   Classroom staff follows directions given by their supervisor concerning inspection or closure of the site prior to the arrival of children.  The classroom teacher documents the event on the Safety Incident Report and submits it to the supervisor.

3. Daily Indoor Safety Checklists and Maintenance Reports are submitted to the supervisor weekly.  These forms are reviewed by the supervisor who determines the plan of action to correct any issues and submits the Maintenance Reports to the POS and CDSM for implementation.  Upon completion of the correction, all follow-up information is documented on the incident report by the ASS and filed. 

· Only one Daily Indoor Safety Checklist will be submitted when a classroom is shared.

4. Other Head Start employees who periodically visit the classroom (managers, supervisors, support staff) inspect the site for safety issues, fill out the checklist, and submit reports to the site supervisor for review and follow up.

5. Education staff is encouraged to correct any safety issue immediately that is within their ability, and Safety Incident Reports are submitted for corrected issues.  

6. At the end of each month the ASS generates a safety report of all incidents found and corrections made to the Head Start Director.   

This policy complies with Head Start Performance Standard 1304.22 (d) in the Child Health and Safety section on page 93 and 1304.53 (a) (1) (10)in the Facilities, Materials, and Equipment section on pages 213, 219§ 1304.22 Child health and safety.. § 1304.53 Facilities, materials, and equipment.

