	
                                       Emergency Policy
The staff member with responsibility for fire safety management is: Sarah Smith
The staff members responsible for first aid are: Sarah Smith and Jenny Lowe
1.0 Emergency evacuation
 Fire drills are held every half term, the village hall fire alarm is tested weekly and the fire fighting equipment is inspected annually. Emergency evacuation procedures are displayed in the entrance hall, waiting room, play room, disabled toilet, attendance register and daily board.
2.0  Emergency Evacuation Procedure 
FIRE DRILL -
1. Alarm sounds – fire alarm/whistle/verbally.
2. Stop everything - Line up by fire exit - kitchen lobby door or toilet corridor or as directed. Headcount.
3. Deputy Manager exits first followed by all children and any visitors/extra staff with adult No.2 (if 3 adults are present) at rear of line. Assemble by exercise equipment on playing field. Register is called.
4. Manager checks toilets, Welcome room, office and playroom. Shutting doors and windows where possible.
5. Manager exits with daily attendance list and evacuation bag - containing mobile phone, Pre-School keys and first aid kit. Register is called again.
6. Staff member contacts emergency services by mobile phone.
7. Staff member ensures other hall users are aware of emergency by an external circuit of the hall and visual/vocal contact/blowing of whistle as required. Staff member does not enter the building.
8. If unable to return to premises, we will proceed to St. Andrew's School where collection of the children will be arranged.
3.0 In the event of a serious accident
3.1 In the event of a serious accident, the emergency services will be contacted while the named first aider on duty administers to the casualty.  We would wait for the ambulance to arrive because the journey to Gloucester or Cheltenham can be long and difficult; a staff member would accompany the child to hospital.  It is very unlikely that the casualty will be driven by a member of staff (and one other adult) to hospital.  All other children will be taken to St.Andrews School by the remaining member of staff (and if possible one responsible person - see below).
3.2 The parent or named contact will be informed immediately. If a member of staff has to leave the premises additional adult help will be sought from members of staff not on duty/ parents who live nearby or from St. Andrew's School in order to maintain staff/adult/child ratios. It may be necessary for the parent/carers of the children present to be contacted and requested to collect them early.
3.3 A record of the accident will be made in the accident book OFSTED (The Office for Standards in Education), our insurance company and the HSE will be informed within two working days. The Pre-School management committee and staff will arrange an immediate investigation and review of the circumstances and contact the necessary authorities.
3.4 All minor accidents are logged in the accident book and parent/carers informed on the same day. Regular reviews of accidents noted in this way are made to ensure that there is no repeat pattern to incidents.
3.5 We keep an appropriate first aid box in our evacuation bag (with us at all times) and there is access to a defibrillator within the Pre-School grounds. All staff members are paediatric first aid trained. 

4.0 Responsible Adult Help
If a responsible adult is needed to walk children down to school or to support staff in the event of a first aid incident, then the following contact details can be tried.
Chedworth St.Andrews Primary School on 01285 720427 
Sarah Wembridge (Chairperson) 07940581031
Shelia Miles (Pre-School volunteer) 01285 720485
5.0 Water and Heating emergencies
5.1 If there is a water failure at Pre-School, then we follow this procedure: check, call, contact. Firstly we will check the source of the water failure, whether local to the village hall or further afield in the village.  The number for this check is Thames Water on 0800 0094544 or www.thameswater.co.uk.  Once we establish the situation, we can open for two hours without water.  If the water supply does not re-connect after this point, then we close Pre-School.
5.2 If there is a heating failure at Pre-School, then we work to resolving the problem and shut Pre-School if the temperature drops below 15 degrees for more than two hours.  
5.0 Inclement weather emergencies
If current or potential inclement weather prevents easy transport to Pre-School for staff and parents, then we will close Pre-School.  We try to keep Pre-School open at all times and will only close Pre-School if we consider that weather conditions are too dangerous for staff and parents to drive to or from the site.  If the local primary school closes due to inclement weather, then we are in close contact with the head-teacher and will also close.
6.0 Emergency lock-down
1.  One member of staff takes children to the Welcome Room
2.  Water box, blanket bag, potty, nappies, emergency evacuation bag and mobile phones are taken to this room.
3.  The other member of staff locks and checks all doors in the village hall and ensures that door alarms are on.
4.  The door to the corridor is closed and emergency services contacted.
5.  The group only use the emergency evacuation procedure if told that it is safe or the adults judge that this is the only option.
 7.0 Contact Procedure in the event of an emergency closure
If Pre-School has to close (water, heating, accident, weather emergencies) then we contact parents/carers in the following way:
1.  We email parents and ask them to email back to show they have received the communication.
2.  If there is no reply to an email, we then try mobile/landlines.
3.  We ask parents to let us know if they are not contactable by email.
4.  If there is closure in the morning, we email as soon as possible, and update around 8am each morning if the emergency lasts a number of days.
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