Policy and procedures for extra time out of school club reviewed Jan 2025

Emergency Procedures

Extra time staff will make every effort to keep the out of school club open,
but in some exceptional circumstances, we may need to close at short notice.

The following ar ible r ns for emergen 1 re:

Emergency alerts from the government — via phone / tablet
Fire or bomb scare/explosions —

Heating system failure —

Poor weather conditions -

Burst water pipes or flooding —

Assault on staff member or child —

Serious accident or illness —

Serious weather conditions —

In the event of an emergency alert from the government — the staff member on
desk duty will be in charge of stopping what they are doing if the phone makes a
loud siren — like sound, (this will happen even if the phone is on silent, so other staffs
phones may also have the same siren-like sound) the staff on desk duty, will follow
the instructions in the alert on the phone. (Which may also have a link to the gov.uk
website for more information. (In this case they will have to turn on the mobile data
on the telephone)

In the event of a fire/ bomb scare — Staff are to follow the procedures of a fire in
these events, which states to get everyone out of the building safely and call the
emergency services.

If staff, are outside in the playground when the siren sounds, staff members are to
get the children either to the front of the building if safe to do so, or down to the
MUGGA (tennis courts). Confirming via walky talky — which children are with them
and if they are safely out of the building.

If the staff are inside the building when the siren sounds, they are to ensure all of the
children are out of the building, communicating via walky talky to ensure the staff
outdoors know which children are inside. The fire officer of the session (person on
the desk) is to ensure that ALL staff and children are out of the building by taking the
register by calling the children and staffs names that are still marked in on the
register, and another member of staff is to do a head count of everyone, if someone
is missing after the register is taken, they would let the emergency services know if
they were unable to re-enter the building prior to the emergency services arriving.
Who would then let us know if we will have to go to our place of safety (which is the
church hall at the front of the school, however if it is a bomb scare, we would take
lead from the emergency services at the time.
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In the event of not being able to get back into the building, parents are to be
contacted to come and collect their children. In the mean time we would contact the
owner of the church in front of the school to gain access to their church hall until
parents could collect their children. Offering them somewhere safe and secure, to
enable staff to calm and comfort them in their time of need.

In the event of the school building having to close for other reasons of health
and safety — Staff would contact the owner of the church in front of the school to
gain access to their church hall until parents could collect their children. Offering
them somewhere safe and secure, to enable staff to calm and comfort them in their
time of need. Then staff would contact the parents to come to collect their children, if
asked whether they would be charged for this session, the answer to this would be
yes. .

In the event of not being able to access the building first thing in a morning
due to power failure or a health and safety issue — The person in charge of the
session would contact the Owner Mandy grosse and the head teacher or caretaker
to see how long the premises will be without power etc., then we would put a
message on our Facebook page and twitter with details of the closure, as well and
Mandy sending a message via text to all parents as well. Stating school would be
closed due to health and safety issues.

Mandy Grosse would need to inform Ofsted, and tell them the reason why the school
cannot open, due to the health and safety issues.

In the event of staffing ratios not able to be met — This would only happen in a
major emergency (E.G. all staff down with a bug), Mandy Grosse will try her utmost
to get school staff to cover for that session to enable parents to carry on, if not, she
will contact Ofsted to see if we are able to stay open with a minimum amount of staff
just for that session offering an explanation of why we are short staffed etc. . Mandy
will ensure she contacts the relevant parents for that session explaining the reasons
for not opening, and letting parents know that they won’t be charged for the
sessions.

In all of the above events, reports are to be written as soon as possible so we can
send copies to Ofsted and early childhood services which should be done within 5
working days, even though a telephone call would be made on the day..

Ofsted’s address is: Ofsted, Piccadilly Gate, Store Street, Manchester M1 2WD

Telephone: 0300 1234666
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This policy was reviewed by: mandy Grosse (after Date: 13/01/2025
receiving a document about emergency alerts from
the government, jan 2023)

To be reviewed: jan 2026 Signed:

| the undersigned: have received a copy of this policy via email, and am signing to say | will adhere to the
policy at all times.

A Grosse: date:
H.Bailey: Date:
T.Quinn: Date:
N.Walton: Date:

M. Wright: Date:



