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    CAPEL PRE-SCHOOL 
Reg Charity No: 271366
Capel Village Hall, Falmouth Place, Five Oak Green, Tonbridge, Kent TN12 6RD  
01892 833363
email: admin@capelpreschoolfiveoakgreen.com   website:  www.capelpreschoolfiveoakgreen.com 
EMERGENCY POLICY

ACCIDENT

In the event of an accident involving one of the children, staff, visitor or student, a First Aider attends to the injured person, whilst other members of staff ensure the other children are suitably occupied.  The First Aider must wear gloves to prevent any cross-infection.

If medical treatment for a child can be administered within the group this will be carried out and the parent/carer will be notified.  
If Pre-school staff deem it necessary, an ambulance will be requested.  Under no circumstances will staff escort an injured child using personal or public transport.

MEDICATION

Children that are poorly should be cared for at home until they are well enough to return to Pre-School.  A child with an infectious illness should be kept away from Pre-School for 48 hours after the last symptoms have been shown.
Staff will only give specialised medication (e.g. inhalers) if written permission has been received and clear instructions accompany the medication.  All medication should be in its’ original box with original labels showing the child’s name, date and dosage.  Records of medication given should be written up by the member of staff administering the dosage.  This should be counter-signed by another member of staff who has checked that the correct dosage has been given.

Staff do not give antibiotics or Calpol.

All medication is stored in the kitchen in  the medicine box.

A member of staff who needs to take medication during Pre-School session time should first inform the Supervisor or the Health and Safety Officer.

LONG TERM OR COMPLEX MEDICAL CONDITIONS
If a child is suffering from a long term or complex medical condition the Pre-School will do what it can to support the child.  A Health Care Plan should be put together gathering all the relevant information for the staff regarding care for the child.  This should, at least, include the following:

· Details of the child’s condition

· Special requirements, eg dietary needs, pre-activity precautions

· Side effects of any medication

· What constitutes an emergency

· What action to take in an emergency

· What not to do in the event of an emergency

· Who to contact in an emergency

· The role the staff can play

· Information about any staff training necessary 

· Regular reviews to meet the current needs of the individual
LOST CHILDREN

If during a Pre-school session a child was to go missing, one member of staff would immediately be appointed to search for the child.  All doors would be checked to see that they are locked.  If they are, the staff member would search cupboards, toilets etc. in the building.  If a door is unlocked the staff member would start to search outside the building.

Meanwhile the remaining staff will call all the other children together for register to check no-one else is missing, and telephone the police on 999.  Emergency staff help would be arranged and the child’s parents/carers would be contacted and advised of the situation.  Ofsted should also be informed.
Afterwards, a full investigation of the incident would be carried out by the Supervisor and the Pre-school Committee Chairman.  Action would be taken to prevent the situation reoccurring.

FIRE

In the event of a fire, and after everyone has been accounted for, a member of staff will telephone parents/carers to advise collection of their children.  Children, whose parents/carers or emergency contact adults cannot be contacted, will remain in the care of the Supervisor/Deputy Supervisor.  The Health and Safety Officer keeps a log of all fire drills and action.  Please see separate Fire Drill Policy 
for details.
LOCKDOWN POLICY
Should the need arise then our Lockdown Policy will be implemented.  Staff and Children practice the routine for this event regularly and the Health and Safety Officer keeps a log of all practices and action.
INCLEMENT WEATHER

In the event of bad weather, please check our website and facebook page where up to date information regarding opening will be posted.  If you are worried about the weather situation deteriorating during a session, please feel free to telephone us to check.
