
GENERAL CONTINGENCY PLAN 
In the event of closing down mid-session : page 1 

 
 
 

Leader to allocate responsibilities 

 
 
 
 

A  Attendance registers are attached to 

B  Telephones are on wall in main room next to door
 
C 

D  Contact Details on Gener

clipboards on big wooden table –             blue clipboard 
contains children’s contact details, purple = staff details. 
 

 to corridor and on wall     opposite toilets. 

 Contact Details on General Contingency Plan page 2. 
 

al Contingency Plan page 2. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Chairperson 
is in?

Member of Staff No. 2 
phone Chairperson 

see B and C 

Member of Staff 
No. 1 reassure 
and occupy the 

children. 

Provided it is safe 
to do so, collect 

coats from waiting 
room

Contact the 
relevant 

authorities 
see D

YES

NO

Wait until 
the 

children 
are 

collected

Member of Staff No. 2 
collect the Registers 

and Clipboards  
see A 

Assemble the 
children in a 
safe place. 

Phone parents / 
carers to collect 
their children 
        see A 

 
 
 



Page 2 of 4 
 

Adopted March 2001 

GENERAL CONTINGENCY PLAN 
In the event of closing down mid-session : page 2 

 
Who phones who? 

 
 
 
 

Chair: 

Member of staff No. 2 
start phoning parents

Chair is not inChair is in  
 

Chair to start contacting 
parents 

 
 
 
 
 
 
 

In case of non-contactable parent / carer, child to 
be removed to a safe place and a person left at The
Mustard Tree to wait for the parent / carer. 

 
 
 
 
 

Chairperson:    XXXXXXXXX  Tel: XXXXXXX 
 
Building Maintenance: XXXXXXXXXX  Tel: XXXXXXX 
 
 
Legal Requirement 
If the closure is the result of a major accident or incident (including certain illnesses) , 
settings are legally required to inform :- 
 
Ofsted: www.ofsted.gov.uk 
and  
The Health and Safety Executive (RIDDOR): www.hse.gov.uk/riddor/index.htm 
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IN THE EVENT OF FIRE    
 

Follow the Fire 
Procedures on the wall 
in the main room and 
back room

 
 
 
 
 
 
 
 
 
 

 
 
 

Fire Officer to assess 
whether it is safe to 
re-enter the building 
and continue the 
session or not.

If it is not safe, 
follow the General 
Contingency Plans 

 
 
 

If it is safe, re-
enter building.   

 
 
 

Inform 
Chairperson and 
inform parents 
when coming to 
collect children. 
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In the event of staff illness… 
 
 
 
 
 
 

Has the number of staff:child ratio 
dropped below 1:8  

with at least one staff member being 
Level 3 qualified and 50% of other staff 

qualified to at least level 2?    

Monitor the 
situation 

NO

 YES

 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Date reviewed...................20th April 2009.  Signed................................................ 
 
  ................................................   ................................................ 
 
  ................................................   ................................................ 

 
 

Ensure that all children are 
adequately supervised, 

occupied and reassured. 

Contact supply staff 
(list inside lid of staff 

register- purple 
clipboard) 

 
If it becomes necessary to close, follow the General Contingency Plan 

YESSupply staff 
available?

NO 


