Kindergarten

Dunedin Rudolf Steiner

Learning with head, heart and hands

Hazard Management Procedure

Purpose

To ensure thatall hazards in the Kindergarten are identified, assessed, and managed to
maintain a safe environment for children, staff, whanau, and visitors. This procedure
aligns with Health and Safety at Work Act 2015 and ECE Licensing Criteria 2026

— HS108

Day to Day Responsibilities

e Management Group (Including Kindergarten Manager) - Ongoing Hazard
Management oversight and remediation

¢ Designated Kindergarten Teacher from each room — carries out daily
hazard checks indoors and reports any issues to the Person Responsible

e The Person Responsible - carries out the outdoor daily hazard checks,
manages immediate hazards and reports any urgent or high risk issues
(indoors or out) to the Management Group

Governing Body Responsibilities

e The Proprietors’ Trust is responsible for ensuring that the Kindergarten has adequate
resources to manage hazards effectively. This includes:
o Funding for repairs, equipment, and PPE.
o Access to professional inspections (e.g., annual playground inspection).
o Staffing to complete daily, weekly, termly hazard checks and follow-up
actions.
e The governing body requests, reviews and signs off on a Termly Hazard Report.
e The governing body receives reports of high-risk hazards or unresolved safety
issues and approves remedial actions to ensure children, staff, and whanau are not

exposed to undue risk.

Procedure




1. Daily Hazard Checks

The designated teacher in each room carries out daily hazard checks in
their room, associated bathrooms, and any designated areas (playground,
learning spaces, shared areas). Any hazards identified should be

immediately reported to the Person Responsible.

The Person Responsible checks the grounds and outdoor areas.
Checks are documented on the Daily Hazard Checklist kept in each
room.

Any hazard that cannot be immediately resolved is recorded in the
Hazard Register.

Hazard Categories May Include (non-exhaustive):

Poisonous plants
Pests / vermin

Equipment faults (indoor and outdoor)
Cleaning agents, medicines, poisons, and other hazardous substances

Electrical sockets and appliances (including heaters)

Kitchen or laundry hazards (e.g., hot items, unsecured gates)
Vandalism or foreign objects (broken glass, animal droppings)
Unsecured cupboards or items that may fall

Learning/play equipment placement and condition

Glass and windows

Bodies of water

2. Weekly Checks

At weekly staff meetings, accidents, incidents and observations of note are
reviewed to identify trends or recurring hazards.

Staff discuss hazard mitigation strategies and record follow-up actions.
The Kindergarten Manager signs off on weekly completion of hazard
checks.

3. Termly Management Inspection

e FEachterm, a member of the Proprietors Trust (or if they are not available

the Management Team) conducts a Safety Tour of the Kindergarten.

e The Safety Tour uses the Daily Hazard Checklist for documentation.




e Findings arerecorded inthe Hazard Register Folder in the Kindergarten
office.
e These are reported to the Proprietors Trust

4. Annual Playground and Grounds Inspection

e A member ofthe Trustconductsa full Annual Playground and Grounds
Inspection.

e Completed inspection reports are kept in the Hazard Checklist Folder.

e Recommendations are actioned according to risk level and urgency.

5. Risk Assessment and Control

e FEach identified hazard is assessed using a standard risk assessment

framework:
Risk Level
I . (High / Residual
Hazard Likelihood Severity Mediam / Control Measures Risk
Low)
Example: Staff supervision, flag
Uneven  Possible Moderate Medium hazards, avoid in wet Low
ground conditions

e Controls must be implemented before activity continues.
e Ifrisk cannot be reduced to an acceptable level, the activity is halted or
restricted.

6. Staff Awareness and Training

e All staff receive training in hazard identification, risk assessment, and
reporting during induction.

e Staffareinformed of hazardsrelevant to their room or area and trained in
control measures.

e Refresher training occurs annually or when new hazards are identified.

7. Visitor / Parent Awareness

e Visitors, contractors, and whanau are informed of relevant hazards and
safety expectations upon arrival.




e Restricted areas are clearly marked.
e Staff supervise visitors as necessary to ensure safety compliance.

8. Immediate Hazard Management

e Hazardsposingimmediaterisk are managed or cordoned off immediately.

e Poisonous plants, vermin, or pests are removed safely.

e Any incident resulting from a hazard is recorded in the Accident /
Incident Register and addressed promptly.

9. Documentation

e Daily, weekly, termly, and annual checks are stored in the Hazard Folder
in the Kindergarten office.

e All hazard control measures and outcomes are logged.

e Records are available for ERO inspection and licensing audits.

e Hazard records and daily checklists areto bekept for the 2 calendar years
preceding the current year.

10. Procedure Review

e This procedure is reviewed every 3 years, or sooner if:
o New hazards are identified
o Legislation or Ministry of Education guidance changes
o After an incident highlights a procedural gap

Name: A\(A‘L Hﬂms ............ Position: Manager
Signed: m ................
Date: ..2:.% . ‘QO‘Q'G ....................

Review Group Health and Safety

Sub Group Hazards




Review Frequency Every 3 years

2026 Licensing Criteria HS108
Review Review changes and notes Staff Time Next
Date Signatures | taken Review
for this Year
review
Jan e Reviewed by Alida 1 hour {2028
2026 e Was lightly reviewed in 2025 10 Min

e Reviewed again pre ero 2026

e Fairly major overhaul

e Clarifying roles and responsibilities

e Adding in Proprietors Trust oversight
more explicitly







