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Emergency 
In the unlikely event that Willow Bank Pre-school has to close at times other than scheduled in the normal opening hours and dates, the policy will be applied to ensure that all involved have a clear understanding of the procedures which will take place.

An emergency / short notice closure will be implemented in the following circumstances:
· When the building is unusable through accidental or malicious damage
· Flooding
· Bad weather – see Bad Weather Policy 
· The breakdown of the heating system.
· When the building is unusable due to required maintenance work. Where possible we will endeavour to negotiate scheduled work to be carried out during times of closure.
· When an outbreak of illness within Willow Bank community requires closure in line with Health Protection Agency (HPA) and Ofsted guidelines.
· When illness levels within the staff body mean it is impossible to maintain the correct ratios of suitable adults to children.
· When an emergency occurs during the session which requires preschool to close early.

In the event of any of the above incidents occurring which requires preschool will not to open on a given session, the Manager and Deputy will make contact with the families of the preschool affected for that session in advance of the day or on the day where possible.

Where this is not possible, a member of the Committee or management will be asked to remain at the building until such time as it can be determined that all the affected families have been made aware of the situation.

 Critical Incident 
At the Willow Bank Preschool, we understand we need to plan for all eventualities to ensure the health, safety and welfare of all the children we care for. With this in mind we have a policy in place to ensure our preschool is able to operate effectively in the case of a critical incident. These include: 

Fire
Burglary
Abduction or threatened abduction of a child 
Bomb threat/terrorism attack 
Any other incident that may affect the care of the children in the preschool. 

If any of these incidents impact on the ability for the preschool to operate, we will contact parent/carer(s) via phone/email/text message/Facebook. 

Fire
Please refer to the fire safety policy.
 
Abduction or threatened abduction of a child
At the Willow Bank preschool, we take the safety and welfare of the children in our care extremely seriously. As such we have secure safety procedures in place to ensure children are safe whilst within our care, this includes safety from abduction. Staff must be vigilant at all times and report any persons lingering on preschool property immediately. All doors and gates to the preschool are locked and unable to be accessed unless staff members allow individuals in. 
· Parent/carer(s) are reminded on a regular basis not to allow anyone into the building whether they are known to them or not. Visitors and general security are covered in more detail in the Supervision of visitor’s policy.
· Children will only be released into the care of a designated adult, see the arrivals and collections policy for more details. 
· Parent/carer(s) are requested to inform the preschool of any potential custody battles or family concerns as soon as they arise, so the preschool is able to support the child. The preschool will not take sides in relation to any custody battle and will remain neutral for the child. 
· If an absent parent arrives to collect their child, the preschool will not restrict access unless a court order is in place.
· Parent/carer(s) are requested to issue the preschool with a copy of these documents should they be in place. We will consult our solicitors with regards to any concerns over custody and relay any information back to the parties involved. 
· If a member of staff witnesses an actual or potential abduction from preschool the following procedure will be followed:

1) The police must be called immediately. 
2) The staff member will notify management immediately and the manager will take control.
3) The parent(s) will be contacted.
4) All other children will be kept safe and secure and calmed down where necessary. 
5) The police will be given as many details as possible including details of the child, description of the abductor, time and direction of travel if seen and any family situations that may impact on this abduction.

[bookmark: _Toc374967623]Missing Child 
Willow Bank Pre-School has in place the following systems for the protection of children:
· In the unlikely event of a child going missing within/from the pre-school, the following procedure will be implemented immediately: All staff will be aware of the procedure when a child goes missing and supply information to support the search, e.g. a recent photograph and a detailed description of clothing
· The pre-school manager will be informed immediately and all staff present will be informed. Some staff will be deployed to start an immediate thorough search of the pre-school, followed by a search of the surrounding area, whilst ensuring that some staff remain with the other children, so they remain supervised, calm and supported throughout
· The manager will call the police as soon as they believe the child is missing and follow police guidance. The parent/carer(s) of the missing child will also be contacted.
· A second search of the area will be carried out.
· During this period, available staff will be continually searching for the missing child, whilst other staff maintain as near to normal routine as possible for the rest of the children in the pre-school.
· The manager will meet the police and parent/carer(s) and will then await instructions from the police.
· In the unlikely event that the child is not found the pre-school will follow the local authority and police procedure.
· Any incidents must be recorded in writing as soon as practicably possible including the outcome, who was lost, time identified, notification to police and findings. 
· Ofsted must be contacted and informed of any incidents.
· With incidents of this nature parent/carer(s), children and staff may require support and reassurance following the traumatic experience, management will provide this or seek further support where necessary.
· In any cases with media attention, staff will not speak to any media representatives. 
· Post-incident risk assessments will be conducted following any incident of this nature to enable the chance of this reoccurring to be reduced.

Bomb threat/terrorism attack
If a bomb threat is received at the preschool, the person taking the call will record all details given over the phone as soon as possible and raise the alarm as soon as the phone call is terminated. .
We follow the advice of the emergency services with regard to evacuation, medical aid and contacting children's families. Our standard Fire Safety and Emergency Evacuation Policy will be followed, and our staff will take charge of their key children. The incident is recorded when the threat is averted.
 
Other incidents 
All incidents will be managed by the management and all staff will co-operate with any emergency services on the scene. Any other incident that requires evacuation will follow the fire plan. Other incidents will be dealt with on an individual basis taking into account the effect on the safety, health and welfare of the children and staff in the preschool.

Evacuation
If it is necessary to evacuate the building, we will do so following the Fire Action Plan, displayed on all exits of the Pre-School.  The Infant School grounds will be used as an Assembly Point. If the School grounds are unsafe to use as an Assembly Point, Willow Bank Pre-School staff will walk the children to: St. Johns Church car park, Church Road, Woodley.

Adverse weather
At the Willow Bank preschool, we have an adverse weather policy in place to ensure our preschool is prepared for all adverse weather such as floods, snow and heat waves. 
If any of these incidents impact on the ability for the preschool to operate, we will contact parent/carer(s)via phone/email/text message/Facebook.
Children who miss a session or sessions as a result will either be refunded their relevant session fees (if not council funded) or we will endeavour to find a suitable replacement session which is suitable for the child.

Flood
In the case of a flood, we will follow our critical incident procedure to enable all children and staff to be safe and continuity of care to be planned for.


Snow
If high snow fall is threatened during a preschool day, then the manager will take the decision as to whether to close the preschool. This decision will take into account the safety of the children, their parent/carer(s)and the staff team. In the event of a planned closure during the preschool day we will contact all parent/carer(s)to arrange for collection of their child. 
In the event of staff shortages due to snow we will contact all available off duty staff. If we are unable to maintain statutory ratio requirements after all avenues are explored, we will contact OFSTED to inform them of this issue, recording all details in our incident file. If we feel the safety, health or welfare of the children is compromised then we will take the decision to close the preschool.

Heat wave
Please refer to our sun care policy. 

Incident Book
Information for reporting incidents to the Health and Safety Executive is provided in the Pre-school Learning Alliance's Accident Record publication. Any dangerous occurrence is recorded in our incident book (see below).
· We have ready access to telephone numbers for emergency services, including the local police. 
· We ensure that our staff and volunteers carry out all health and safety procedures to minimise risk and that they know what to do in an emergency.
· On discovery of an incident, we report it to the appropriate emergency services – fire, police, and ambulance – if those services are needed.
· If an incident occurs before any children arrive, our management risk assess this situation and decide if the premises are safe to receive children. Our management may decide to offer a limited service or to close the setting.
· Where an incident occurs whilst the children are in our care and it is necessary to evacuate the premises/area, we follow the procedures in our Fire Safety and Emergency Evacuation Policy.
· If a crime may have been committed, we ask all adults witness to the incident make a witness statement including the date and time of the incident, what they saw or heard, what they did about it and their full name and signature.
· We keep an incident record for recording major incidents, including some of those that that are reportable to the Health and Safety Executive as above.
· In the incident book we record the date and time of the incident, nature of the event, who was affected, what was done about it or if it was reported to the police, and if so a crime number. Any follow up, or insurance claim made, is also recorded.
· In the unlikely event of a child dying on our premises, through cot death in the case of a baby for example, the emergency services are called and the advice of these services are followed.
· The incident book is not for recording issues of concern involving a child. This is recorded in the child's own file.

Legal framework
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As Amended)

Further guidance

RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor




Signed on behalf of the setting by

Chairperson ___Jennifer Fox__________Sign _________________
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