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Emergency Closure Policy and Procedure (Parents)

Statement of Intent
An emergency is an event which threatens to disrupt the normal running of the playgroup. This includes fire, burglary, accidents, infectious diseases and adverse weather. This list is not exhaustive. 

Emergencies may happen inside the playgroup or outside it, during session times or outside hours. The key to coping with an emergency is good planning and preparedness. This procedure outlines the steps to be taken in case of emergency to ensure good communication and orderly conduct, so that the welfare of children, staff and other individuals is maintained. 

In a real emergency, it may be necessary for the person in charge to respond as they see fit and we recognise that this will be the case when dealing with real life, changing situations. However, this procedure gives a common approach which should make coping with an emergency easier. This procedure outlines the steps to be taken in case of emergency to ensure good communication and orderly conduct, so that the welfare of children, staff and other individuals is maintained. 

There are certain circumstances which could result in Stepping Stones (SW) Ltd having to close for a limited time.

Stepping Stones (SW) Ltd liability for safety starts from when all persons enter the playgroup.  This is applicable to staff/parents/visitors/children etc.

Aim

We aim to stay open at all times and every effort will be made to achieve this, however if we do close we aim to rectify the closure as soon as possible and keep all parents/carers informed of the situation. 
Procedures
All staff should have a copy of the emergency procedure, be familiar with its contents and keep a copy at home. In an emergency closure, there may not be access to the playgroup, so email addresses of all families should also be kept securely within the setting’s email access by the Supervisor/manager and the Office Manager. The Office Manager is responsible for making sure that these details are kept up to date. 

We prepare for emergencies by having an up to date fire and emergency evacuation procedure, through regular emergency drills and by keeping records and contact lists up to date.  Also by following a variety of lockdown procedures.

At all times, if it is a national outbreak, we would follow all government advice as given.
In order to achieve this aim, we operate the following Emergency Closure policy and procedure: 

Action to Take

In case of an emergency, the Supervisor/Floor manager/Office manager will take overall charge. In the playgroup contingency plan the priorities are:

· The safety of children 

· The safety of staff and other adults

· Minimise damage to buildings 

· Getting back to normal as soon as possible

Bad Weather 

· Closure may happen due to heavy snowfall or ice which would make it hazardous for both staff and parents/carers to travel.  Premises may also close due to health and safety, flood, or any other incident which may compromise the care and safety of the children

· Supervisor, floor manager or office manager will decide whether to close and initiate communication to stakeholders.
· The Office Manager will publicise the closure on Facebook and on our website
· Should severe weather occur during a session the staff will contact parents/carers to come and collect their children. It is VITAL that contact numbers are kept up to date. 

Parental Responsibility 

If you wake up to heavy snowfall please follow these instructions: 

· Please check our Facebook page and website
· Please ring playgroup (01823 324566) after 8.30am, if there is no answer assume playgroup is shut
Continued services Parents/carers should ring the setting on a daily basis or check Facebook/website
Delivery of Childcare 

If the setting opens in adverse weather conditions, a limited service may be offered due to limited staffing.  (It is important to remember that some members of staff have to travel considerable distances and may be advised not to make the journey to playgroup in severe weather conditions. However, the setting will endeavour to have as many staff as possible at the setting when this situation occurs.)  The setting will work to ratios set down in the registration requirements. NB limited childcare service will work on a ‘first come first served basis’.
Charging parent/carers during setting closure
· Links to our fees policy

· Parents/carers will still be charged
· Fees are still payable even if the parent/carers decide not to send their child/ren.  
Early Years Entitlement (EYE) Links to fees policy and Somerset Code of Practice
Heating breakdown/power cut

· Heating system failure 

Supervisor will make a decision whether it is warm enough and safe to continue without it. Should it be too cold, parents/carers will be contacted to collect their children. Staff ratios will be adhered to.
· Two members of staff will remain with the children until all of them have been collected.
· Fees – links to fees policy
Any other reason for emergency closure

Should there be any other reason for the setting to close. The following procedure will be followed: 

· Closure procedure – If need to close during a session, the supervisor/manager and office manager and staff will contact the parents/carers of children present ratios will be maintained and at least two members of staff will remain on the premises with the children until they have all been collected.
· Fees – links to fees policy
· Continued services – parents/carers should telephone playgroup, check Facebook/website on a daily basis 

· Information on road closures: http://somersetnewsroom.com
Updated and implemented Autumn Term 2023– reviewed regularly and the procedure monitored and evaluated
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