Longparish Little School- Policies and Procedures.


11.8 Emergency Closure Procedure

Policy Statement

This policy gives a step-by-step procedure to follow in the event of a forced closure. This may be due to environmental factors (for example snow, flooding) internal issues (for example power cut, gas leak) or other external factors (for example disease outbreak). This is the parent edition with confidential information removed. Please see internal policy 12.8 for staff edition, complete with passwords and phone numbers required.
Procedure:
Alert Parents 
During the normal opening hours of the setting, the management team will ensure the safety of all those on the site by enacting their evacuation procedure (See 12.7 Critical Incident Procedure, 8.5 Fire Safety & Emergency evacuation)
· For emergency closures both during and outside of normal opening hours, we will use FAMLY to alert as many parents/carers as possible to prevent families arriving at the setting or to ensure that they are quickly and safely removed from the premises. 
· We will ask parents to acknowledge the message in Famly. If a child is in attendance or due to attend, we will phone parents who do not acknowledge the message.
· If families do arrive at the setting, they will be safely accommodated if they are unable to return home immediately, assuming the nature of the emergency makes this possible. Appropriate arrangements should be made for their return home. 

Alert all staff members including Chairperson and management team:
See appendix 1 for contact details.
Alert Hampshire Council

We will then report the emergency closure to Hampshire County Council and local radio stations by completing the online form (http://www.hants.gov.uk/schoolclosures). 
Login: xxxxxxxxxxx
Password  xxxxxxx
Completion of the form will automatically update the list of school, college, children’s centre and EYE provider closures on Hantsweb, notify local radio stations of the closure; and notify relevant staff in Hampshire County Council of the closure (including Childcare Development Co-ordinator (CDC) ).   
· A new form needs to be completed for each day of the emergency closure. You are able to enter the details from 3pm on the working day prior to the closure.
If you have any difficulties reporting the closure online, please contact the IT Helpdesk at XXXXXXXX or telephone XXXXXXXXX
If you are unable to access the Internet, please telephone Services for Young Children on XXXXXXXXX to report your closure.
Alert OFSTED
You must alert OFSTED if the setting is forced to close:

XXXXXXXXXXXXXXXXXXXXX
Unique reference number: XXXXXXX
Once a ticket is raised, OFSTED should be kept updated and alerted when the setting reopens via email:
XXXXXXXXX with:

● the name of your childcare
● the date of this email
● your reference number 
● any additional details about the incident

Alert Insurance Company
You must email our insurer to alert them of the incident and forced closure.
XXXXXXXXXXXXXXXXX
The email heading should be:

Member XXXX – Longparish Little School – Emergency Closure. You must also notify them once reopened.
Alert School Office and Kitchen
As our landlord, the primary school must be notified of a closure. The kitchen should also be notifed to provide an update on lunch orders
XXXXXXXXXXXXXXXXX
Further information
· If a setting has to close unexpectedly will the early years education grant have to be refunded? 

Not generally, but a setting must make every effort to re-open as soon as possible or put contingency plans in place. If it is an event that prevents the setting from opening on a temporary basis, for example, heavy snow or breakdown of heating, Services for Young Children would not seek a refund of grant. However, settings should re-consider the five days they have nominated through the school year when they are proposing to be closed, or know they will not be claiming grant funding. The school year is 195 days long but the entitlement (and therefore grant funding) is only for 190 days (38 weeks). Ideally the setting will readjust their nominated days, to ensure all children can have their full entitlement. 
· Do parents receive a refund in the event of an emergency closure?

Due to ongoing overheads and expenses we do not offer refunds in the event of an emergency closure. Your child’s place will remain reserved for them, and we will still require 6 week’s notice to cancel your child’s place. 
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Appendix 1 Staff contact details for an emergency:
XXXXXXXXXXXXXXXXXXX
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