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                                  Staff Emergencies Policy 

Prime Time recognises that there will be times when staff are unable to come to work due to sickness or personal reasons. We recognise that a member of staff not being able to attend work will affect our staff and children ratios. Therefore, we need to have quick and swift procedures in place to ensure we do not break any Ofsted requirements or put the health and safety of any child or other staff member at risk. 

We will adhere to follow the procedure as follows:

· If a member of staff is feeling unwell or unable to attend work they are asked to give as much notice to the Manager/ Deputy as is possible by calling at home or on a personal mobile by 6.00am. 

· No member of staff should worry it is too early to call as the Manager/ Deputy will need time to arrange suitable cover before the session begins.

· The Manager/Deputy will then phone a selection of people from our staff bank pool paying reference to the needs required for the session. For example, if the bank staff member needs to be qualified to a certain level or first aid trained. 

· The staff bank pool’s telephone numbers will be accessible from the Manager/Deputy’s home and from the setting. At the setting the details of each person’s name, address, telephone number, next of kin, DBS clearance details, first aid status and qualification details will be available. 

· When suitable cover has been found that person will be told their working days and hours as far as is possible.

· All bank staff will have been DBS Cleared or be in the process of being cleared and will have received a job description. 

· A bank staff member may be paid or volunteered. 

· Where no suitable person has been found we may attempt to try local agencies for cover 
· Where this has not been achieved the Manager/Deputy will contact the Chairperson of the Trustees to discuss if any arrangements of groupings of children can be changed whilst still maintaining ratios and safety sufficiently to the requirements of Ofsted. 

· If this is not possible the Manager/Deputy and the Chairperson will make the decision to close the session.

· The Manager/Deputy will then inform parents of children due to attend and local schools of the closure. 

· If the Manager was unable to come to work at short notice, they would contact the Deputy.

· If the Manager is unwell the Deputy will follow the same routine as above to find suitable cover. 

· Where possible the Deputy will take over the role of the Manager and will find cover to assist them. 

· If the Deputy was unavailable as well as the Manager, the Chairperson of the Trustees would take over the above procedure or an alternative named leader as stated by the Manager or Chair of Trustees. 
Sometimes the above procedure may need to be used in an emergency during the session and the same provisions will apply. 

Prime Time will do their utmost to ensure suitable staff cover is found quickly in an emergency. 

Where any safety issue mean that closure is necessary, parents will be contacted in the first instance to collect their child. If parents are not available, the emergency contact numbers on the child’s registration form will be contacted.

Children’s wellbeing remains paramount when staffing issues are being addressed and Prime Time hopes parents/carers will be supportive of any decision to close. 
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