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43. Emergency Evacuations (other than a fire) and unforeseen
closures

In most instances, children will not be evacuated from the premises unless there is an immediate

risk or unless they are advised to do so by the emergency services.

o There is an emergency evacuation procedure in place which is unique to the setting and based
upon risk assessment in line with others using the building.

o Emergency evacuation procedures are practised regularly and are reviewed according to risk
assessment (as above).

o Staff evacuate children to a pre-designated area (as per the fire drill), unless advised by the
emergency services that the designated area is not suitable at that time.

o Once evacuated, nobody enters the premises, until the emergency services say it is safe to do
so.

o Members of staff will always act upon the advice of the emergency services.

o Please see Fire Safety and evacuation policy for further information regarding evacuating the
premises.

RIDDOR reportable events include:
o Specified injuries at work, as detailed at www.hse.gov.uk/pubns/indg453.pdf

o Fatal accidents to staff, children and visitors (parents/carers).

o Accidents resulting in the incapacitation of staff for more than seven days.

o Injuries to members of the public, including parents/carers and children, where they are taken
to hospital for treatment.

o Dangerous ‘specified’ occurrences, where no-one is injured but they could have been. (these
are usually industrial incidents).

If the incident is RIDDOR reportable, the setting manager telephones HSE Contact Centre on 0345

300 9923 or reports online at www.hse.gov.uk/riddor/report.htm

RIDDOR Reportable events require reporting to RIDDOR within 15 days of the event occurring.

Dealing with people’s reactions

We accept that the children’s parents/carers may be frightened, distressed and angry dependent
upon the type of incident. We understand that staff involved in the incident may also be affected
by the incident. If the setting shares all policies with parents/carers, the situation will be easier for
all because there will be an understanding of working within a framework of mutual trust and
understanding.

Training



http://www.hse.gov.uk/pubns/indg453.pdf
http://www.hse.gov.uk/riddor/report.htm
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Managers and/or Directors will brief or train staff on their role in the prevention, management and
response to incidents. Managers will ensure that all staff, volunteers and students are aware of the
procedures in place and what is expected of them.

Setting closure

The decision to close the setting is not taken lightly and will be made based on the assessment of
several factors and information which may include weather and travel circumstances, access to and
condition of the setting, infection outbreaks and availability of appropriate levels of qualified staff.
Ultimately the decision to open or close the setting will be made by a Director and a Manager and
every effort will be made to contact all staff, parents/carers as soon as is practicably possible.

We will use a risk assessment format to assess the key risks to business before and during a
closure. The risk assessment will detail the risk factors, likelihood and impact.

o If a decision to close is made all parents and carers will be contacted by text or telephone
accordingly — this will be often through our ParentMail system.

o The decision for ongoing closures will be assessed daily.

o The management committee will be consulted and kept informed for all closures.

o An up-to-date record of emergency contact details for each child and staff member will be kept
in the setting.

Contingency planning for emergency staff cover: In the event of unforeseen staff shortages, the

setting will endeavour to cover absences by calling in part -time staff or agency staff. If we are

subsequently still unable to secure sufficient cover the above procedures will be implemented.

We appreciate that closing the setting at short notice may cause inconvenience for parents and

carers, but we ask for your cooperation and understanding when we must deal with circumstances

out with our control.

Please ensure that child’s emergency contact details, email addresses and mobile phone numbers

are current and that the setting is advised immediately of any changes. All children must have 2

emergency contacts on file other than primary carers and who are over the age of 17.

We will be reliant on staff and parents/carers to provide us emergency contact details, email

addresses and mobile phone numbers ensuring they are current and up to date. Management will

follow procedures to ensure these contacts are reflected on bi-annually. Unless notified otherwise,

parents and carers should always assume that the setting is open.

Actions to be taken after the incident

o Evaluate the incident, how it was dealt with and were the policies and procedures in place
followed.

o ldentify any improvements that could be made in the future.

o Draw up an action plan of any changes to be made to the current procedures in place.

o We will evaluate processes and make necessary adjustments to ensure future effectiveness.
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Education Inspection Framework: As required under the Education Inspection Framework, we
maintain a summary record of all accidents, exclusions, children taken off roll, incidents of poor
behaviour and discrimination, including racist incidents, and complaints and resolutions.

Legal framework: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR) 2013 (As Amended) & The Health and Safety (Enforcing Authority) Regulations 1998

This Policies and Procedures pack was adjusted by Harvard Park.
Date meeting was held on 30/04/2026
Signed on behalf of the Directors and Proprietors
Nicki Saunders and Tracey Milstead




