
Safeguarding and Welfare Requirement: Safety and Suitability of Premises, Environment and 

Equipment 

Providers must take reasonable steps to ensure the safety of children, staff and others on the premises in 

the case of fire or any other emergency, and must have an emergency evacuation procedure. 

 
8.11 Critical Incident/Emergency Closure  
 
 

In the event of a Critical Incident/Emergency affecting St Joseph’s Pre-School, the following will 
apply: 
 

Critical Incident 
Critical incidents may include:  
Serious accident while travelling to Pre-School/on Pre-School outing, death /terminal illness of a 
child attending Pre-School, member of their immediate family or Pre-School staff, abduction of a 
child, a fire in Pre-School, very severe weather conditions, or a major health and safety issue 
arising within the pre-school building. 
 
Major Incident 
A major incident (e.g. a plane crash in the local area) may have a profound impact upon all who 
access the Pre-School, not just those directly affected, and the impact could last for a 
considerable time. 
 
Emergency Closure 
Any decision to close Pre-School will be made on Health and Safety or Statutory Regulation 
grounds, by the Committee Chair, Health and Safety Officer and/or Centre Manager. 
 
Rationale 
In the event of a breakdown of essential services, severe weather conditions or where the nursery 
has to close or partially close due to an illness epidemic this policy sets out the procedures to be 
adhered to. 
 
Breakdown of Essential Services 

• The managers will make the decision to close 

• All parents/carers will be contacted by telephone/text and asked to collect their children. 

• A radio announcement will be made on local radio to inform everyone of the closure. 

• If the closure is for more than one day updates will be made via St Joseph’s School website 
blog, local radio, text messaging and the Pre-school answer phone. 

 
Severe Weather Conditions 

• The manager will make the decision to close in conjunction with our shortage of staff policy 
ensuring that ratios are adhered to at all times 

• The decision will be announced on local radio, the school website and on the Pre-school 
answer phone. 

• All parents who are due in that session will be contacted by telephone/text where possible 
to inform them of the sudden closure. 

• If the pre-school has to close early All parents/carers will be contacted by telephone and 
asked to collect their children 

• A radio announcement will be made on local radio to inform everyone of the closure 

• f the closure is for more than one day updates will be made via the school website, local 
radio and the pre-school answer phone 

 
Illness Epidemic 



• On discovering that an illness has reached epidemic levels the centre manager will contact 
the local Health Protection Agency and their advice will be followed 

• All hygiene procedures will be enforced rigorously to ensure the infection is contained 

• All activities that involve group play substances may be suspended  

• A notice will be placed on the notice board for parents with the advice from the health 
protection agency on and clearly stating the recommended exclusion period. 

• The health protection agency may decide to close the pre-school for a short period of time if 
this decision is made the manager will inform parents by telephone and asked to collect 
their children 

• A radio announcement will be made on local radio to inform everyone of the closure 

• If the closure is for more than one day updates will be made via the school website, local 
radio and the pre-school answer phone. 

 
Points to Remember 

• Parents are advised to check the pre-school is open before commencing their journey 

• All advice from outside agencies should be followed at all times 

• All closures should be recorded on an incident form and stored in the incident file 

• At all times the manager is responsible for making decisions 

• All other staff are responsible for ensuring the children’s care isn’t disrupted 

• The managers will inform the staff as soon as possible of any changes to their day and the 
role they will play. 

 
Staff Duty to Report to Work 
The Pre-school acknowledges that employees may occasionally have problems travelling to and 
from work due to either severe weather conditions or major disruptions to public transport Whilst 
the Pre-school is committed to protecting the health and safety of its employees, it must also 
ensure that its business is not unduly disrupted by external factors. This policy therefore sets out 
the duties of employees to attend for work during severe weather conditions or where there are 
major disruptions to public transport and the relevant procedures for employees to follow. 
It is your obligation to report for work regardless of the situation. You should therefore make every 
effort to attend work in all circumstances. When severe weather conditions occur or where there 
are major disruptions to public transport, you should take steps to obtain advice on the position 
from the appropriate external agencies and allow extra time for your journey, making alternative 
travel arrangements where appropriate. 
You will still be expected to attend work on time. 
Unjustified or unacceptable absence or lateness may give rise to disciplinary action 
under the Pre-school’s disciplinary procedure. 
 
Accepted absence or lateness 
If you are unable to attend work or are going to be delayed by the weather conditions or public 
transport disruptions, you should contact your manager as soon as possible to discuss the 
position. If your manager is unavailable, you should speak to the Deputy Manager. 
Where Pre-school accepts that you have used your best endeavours to attend work but you are 
unable to do so or you are late because of the severe weather conditions or the major disruptions 
to public transport, your manager will discuss the various options potentially available. At the Pre-
school’s discretion, you may be required or permitted to: 

• Make up the time at a later date at the pre-school’s convenience 

• Take any absence from work as part of your annual leave entitlement 

• Take any absence from work as unpaid leave 

• Be paid as if you had attended work on the day(s) of absence 

• Work from home 
The Pre-school will base its decision on your individual circumstances, for example your distance 
from home to work, your mode of transport and how viable it is for you to work from home, and on 
the needs of the Pre-school. 



Leaving work early 
If severe weather conditions or major disruptions to public transport occur during the working day 
which will cause problems for you in travelling home, your manager will decide whether to allow 
you to leave work early (and to make up the time at a later date if necessary). The Pre-school will 
again base its decision on your individual circumstances, for example your distance from home to 
work, your mode of transport and how viable it is for you to take work with you and work from 
home for the rest of the day, and on the needs of the Pre-school. 
 

St Joseph’s Pre-School will: 

• Hold a list of all children’s next of kin in a readily accessible folder, keep it updated and will 
ensure that this information, relating to the children present, is taken on any outing. 

• Establish and record essential details of any incident – what has happened, to whom, 
when, where, details of any injuries, witnesses who are at the scene, immediate support 
available and safety of the rest of the group. The facts will be clarified as quickly as 
possible, to ensure that accurate information is given to parents. 

• Follow all procedures required by the registering authority and notify the relevant authorities 
– Police, Ofsted and Early Years services as required. Regular checks are made to ensure 
all necessary phone numbers are at hand, correct and up to date. 

• Not Release or confirm any information regarding the identity of those involved in an 
incident to the media until the Authorities have confirmed identity and the parents have 
been informed. Media contact will be dealt with by either the Chairperson or our Health and 
Safety Officer. 

• Contact children’s parents to inform them of the situation as outlined below. 

• Aim to offer support to all who use the Pre-School and enlist guidance from the Local 
Authority regarding counselling/support systems that are available. 

 

Evacuation 
If it is necessary to evacuate the building, we will do so following the Fire Evacuation Procedures, 
displayed in all areas of the Pre-School. 
The School playground will be used as an Assembly Point. If the School grounds are unsafe to 
use as an Assembly Point, Pre-School staff will walk the children to: St. Johns Church car park, 
Lodge Causeway. 
 

Parent/Carer notification 
We will notify parents’ by phone (Critical/Major Incident) or individual written note, as sensitively as 
possible, as soon as we are aware of an event that will result in the Pre-School being closed, 
giving as much notice as possible. In the event of a Critical/Major Incident we will keep a record of 
any calls received from parents, to help reduce the distress of receiving additional calls. We will 
give an indication of when the Pre-School is likely to re-open, if we are able to do so. 
 

Collection of Children 
If the Pre-School is closed because of a Critical Incident/Emergency, parents/carers will be 
contacted by a member of staff requesting them to collect their child/children immediately. In the 
event that the building has been evacuated, we will contact parents as soon as it is safe for us to 
do so. 
 
Other related Policies and Procedures:  
Accident (Medical Emergency),  
Employment,  
Staffing and Training,  
Fire Safety,  
Health and Safety  
Hygiene,  
Infectious/Notifiable Disease and Serious Injuries,  
Missing Child, Outings. 


