




Contingency Plan Guidance


It is advisable to have contingency arrangements in place for staff absences and other emergency situations, including closure due to unforeseen circumstances.  Such circumstances include adverse weather conditions and no heating.  The safety and well-being of the children and staff must always be paramount and any decisions made must make this the primary consideration. Having written contingency plans in place is a good way of ensuring situations are dealt with in as organised a way as possible.

One of the first contingency planning tasks to be undertaken is to prepare a comprehensive list of the potentially serious incidents that could affect the normal operations of the business. From this list, a procedure for dealing with these situations can then be developed.

The following is a list of points to consider when drawing up plans:


· Ensure that all records regarding children and their parents/carers are accessible and up to date. Without this information it will be impossible to advise all involved of the situation and children will be left without a setting to attend or someone to collect them – not a good situation.

· Whose responsibility is it to instigate the contingency plan and make the decision to close or not?

· How will parents/carers be informed of decisions? If contact information is held on site and inaccessible, how will you contact them?  Can decisions be communicated via social media and, if applicable, the website?

· Will you be refunding fees to parents/carers if you close?

· Contact ACAS if you close and are considering not paying staff as this might be unlawful.  Think about other options instead, for example, staff could be asked to work back any time lost to the closure or a day’s annual leave could be taken. If staff can get to work but there are no children, they could use this as valuable non-contact time.

· If the decision is made to remain open, it is important to carry out a risk assessment on anything that could be affected.  For example, in snowy weather you will need to risk assess any outdoor activities you might be planning, e.g. sledging, playing in snow, activities near frozen water etc.  

· If the closure is beyond your control, e.g. if you are based on a school site, can you negotiate a refund on your rent?

· Any decisions that you make need to be included in your documentation e.g. fee policy, parent pack, staff terms and conditions. These documents then need to be shared with all relevant people so everyone is aware of what happens if you need to close unexpectedly. 

· [bookmark: _GoBack]Be aware of the financial implications of any decisions made, and whether you need to use/build a contingency fund for such emergencies.
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