

Action plan for emergency cover at Woodlands Pre-school (Jan – July 2008)

If for any reason, during Pre-school opening hours, there is no staff member with a level 3 qualification the following steps shall be taken.

· The committee shall be informed as soon as this situation arises.
· Either the committee or Supervisor, if able, will examine the adult/child ratio to determine how many adults need to be on site.

· The staff bank should be contacted to see if they can provide the pre-school with a qualified member of staff.

· A member of staff who is currently undertaking a level 3 qualification shall act up as Supervisor as determined by their job description. This will be dependant upon the following:

a) The staff member is at least ½ way through their level 3 course.

b) They have been in employment for at least 3 months.

c) They are familiar with the children in their care.

d) At least one other member of staff (untrained), or a committee member is present with the staff member.

· A debrief will be undertaken by the Supervisor upon their return with the staff member who acted up and any problems, issues raised discussed. 
This policy was adopted at a meeting of Woodlands Pre-school held on_______________

Signed on behalf of the Pre-school____________________________
(Chairman)
