
 

 

GENERAL CONTINGENCY PLANS 
 
 
 

1. In the event of staff illness 
 
 

2. In the event of closing mid-session 
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SEE ALSO: ACCIDENT & INCIDENT POLICY;  CHILD SICKNESS POLICY: FIRE/EMERGENCY 
EVACUATION PROCEDURE;  EYFS STATUTORY GUIDANCE (for adult:child ratios). 

 
 
 
 
 
 

 



Page 2 of 3 
 

Adopted March 2001 

1: IN THE EVENT OF STAFF ILLNESS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Is the staff:child ratio 1:8 or better? 

Is at least one staff member Level 3 qualified and 50% 

of other staff qualified to at least level 2? 

YES 

Ensure that all children are 
adequately supervised, 

occupied and reassured. 

Contact supply staff 
(list inside lid of staff 

register- purple 

clipboard) 

 

Follow CONTINGENCY PLAN 2: IN THE EVENT OF CLOSING MID-SESSION 

Monitor the 
situation 

NO 

Supply staff 
available? 

 

YES 

NO 

Suitable 
volunteer 

available to assist 
qualified staff?  

NO 

YES 
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2. IN THE EVENT OF CLOSING MID-SESSION  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A  Attendance registers are attached to clipboards on main wooden table:–    
           Blue clipboard = children’s contact details;    Purple = staff details + visitor register. 
 
B  Mobile phone in orange pocket inside mobile phone box behind snack bar.  
 
C  Chairperson’s contact details are inside lid of purple staff clipboard. 
 
D  Ofsted: www.ofsted.gov.uk  
     The Health and Safety Executive (RIDDOR): www.hse.gov.uk/riddor/index.htm 
     Public Health England - Local Health Protection Team:  Tel: 0300 3038162 (Option 2) 

If safe to do so, collect coat rack from waiting room 

Wait until the children are collected. 

Leader phones parents/carers to collect their children 

                          see A and B below 

Leader assembles the children in a safe place. 
 

Leader appoints staff to reassure and occupy the children. 
 

Inform Footprints’ Chairperson  
and the relevant authorities 

 see C and D below 
+ Accident/Incident & Sickness 

Policies 

Inform Footprints’ 
Chairperson  

YES NO 

Is closure due to a major 
 accident or incident? 

(this includes certain illnesses) 

http://www.ofsted.gov.uk/
http://www.hse.gov.uk/riddor/index.htm

