The Kidsclub Company (Surrey) Ltd

 Emergency Closure Policy

The aim of this policy is to ensure that all parents/carers and staff have a clear understanding of their responsibilities in the event of an emergency closure, and that everyone involved will be kept regularly updated with information related to the closure.
Possible circumstances leading to an emergency closure are:

· Inclement weather

· High level of illness amongst staff/children

· Unsafe building/environment

· Break-down of services to building.
· Instructed by landlords to close (Surrey County Council/Government advice)
Decision to close:

A decision will be made by the manager after consultation with the relevant authorities such as Ofsted, Early Years & Childcare Services and Local Authority.

Method of communication:

All staff will be contacted by the manager by telephone. The club “WhatsApp” group will also be used to send a group text message. Parents and carers will be contacted by either, the Manager, a Supervisor or general staff if the Manager or Supervisor are unable to make all the necessary contacts. Initially an email will be sent out to all parents, they will be asked to acknowledge receipt of the information. This will be followed up by a phone call to any parent who has not acknowledged receipt of the email.
Each available member of staff will be allocated a number of parents/carers to contact. This will be done in alphabetical order from the childcare records. Messages will be left on the telephone numbers that parents have made available to us. It is a parent’s responsibility to ensure we have correct and updated contact numbers. A record will be kept of the time the message has been left and on which numbers.
Staff will be reimbursed if they have used their own phones. However, a club phone and an office landline will also be made available for this purpose.

Every effort will be made to place a sign on the door of Kidsclub, this is assuming a staff member is able to get there.

An answer-phone message will be left on the relevant club mobile:

Ashtead Kidsclub:07956185167

Greville Kidsclub: 07585009858

 Office number 01372 376711.

Emergency closure during a session:

If the club has to close at short notice during a childcare session the parent’s and carers of those children attending will be contacted first. This will be done by using the register for that day, starting on page 1.  Parents and carers will be asked to collect their children as quickly as possible with a short explanation of the reasons. 

If the club has to close immediately (such as in the case of a fire or flood) the children will be escorted to St. George’s Christian Centre for Ashtead Kidsclub  and the children will be collected from those premises. This will provide suitable temporary shelter for children and staff.

After all these children have been collected the rest of the club users will be contacted by all staff available to give notification of the club closure and expected re-opening day/time.

Fees and re-imbursement.

The terms and conditions state:
If the club is closed due to Health & Safety reasons, such as a Flu Pandemic, heating failure or building regulations, then half of the cost of your childcare will be credited to you on the following booking form, the remaining funds ensure that the club is still viable upon re-opening and covers staff salaries, building rental, insurance etc. If school is closed and Kidsclub remains open we will not be able to refund fees due to a school closure.

Staff salaries.
Staff will be paid at their normal hourly rate for the hours they are contracted to work. In the event the club is closed due to non-health related circumstances all staff may be asked to do extra-curricular-activities such as planning and preparation during their normal working hours.

In the event of a pandemic staff will only be asked to do extra-curricular activities when they are well enough to do so.

Staff that are unwell and unable to work will be paid via HMRC Statutory Sick pay. 

This situation will be reviewed regularly by senior staff.
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