EXAMPLE SHEET: 

Hazard record sheet – put into folder with Health and safety checklists, emergency aftermath procedures, evacuation procedures

	Date
	What is the hazard or near miss?
	What did you do to eliminate, isolate, minimise the hazard?
	Any follow up needed?
	When by? Who’s responsible?
	Completed?

Yes   No

	07.07.09
	Tommy tripped over raised carpet square edge, hit head on block shelf 
	Turned raised edge away from walk zone, warned parents
	Parents need to watch  raised mat edge and keep out of ‘trip’ zone
	EVERYONE
Put on notice board
	Yes

	15.7.09
	Katie and Marama ‘escaped’ onto roadside from open kitchen door
	Closed and locked door, put up kitchen door divider, informed parents
	Big sign needed on door/divider to remind parents to keep closed 
	Coordinator to do sign by 21.7.09
Everyone to monitor
	Yes

	21.7.09
	Decking nails raised up after rains
	Got out the kids hammers for parents and bigger kids to hammer in
	No, all done

	
	Yes

	28.7.09
	Cora choked on piece of popcorn from shared morning tea 
	Parents reminded to monitor  children at meal times 
	Reminder on notice board and in newsletter
	Everyone
	Yes

	6.8.09
	Fire Drill - some new parents not aware of gathering point. Roll book not filled in to check everyone off
	Include fire safety as part of parent orientation
Parents need to fill in roll book
	Develop orientation checklist Reminder on notice board re roll book, coordinator to check
	Coordinator, committee by end of August
	

	11.8.09
	Jasmine and Cora went home early with ‘flu-like’ symptoms
	Relevant toys, handbasin washed where Cora played, tissues disposed of
Parents reminded not to come if unwell 
	Phone and check up with Jasmine
Put into newsletter and on noticeboard 
	H&S Coordinator

	

	11.8.09
	Johnny repeatedly hitting other children with long wood blocks
	Johnny needs to be monitored closely by parents, and directed towards playing ‘nicely’ 
	Continue to monitor and provide activities which are challenging and stimulating
	Margy and other parents
	


Hazard Record Sheet – file with Health and Safety checklists, Emergency aftermath procedures, Evacuation procedures

	Date
	What is the hazard or near miss?
	What did you do to eliminate, isolate, minimise the hazard?
	Any follow up needed?
	When by? Who’s responsible?
	Completed?

Yes   No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


