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Contingency Plan

For Staff absences with regards to roles and responsibilities.
If both the manager and deputy manager are away then the next qualified member of staff (Level 3) and years experience will assume responsibility.
If a Safeguarding Lead is away then they will be contactable via phone:
Sandra Cushion…………………………………………………………………………………….
                            …………………………………………………………………………………….
The Chairperson will be informed of any changes to staffing that would effect the opening of the Preschool.
All staff have had current safeguarding and welfare requirements training and understand that each individual has a responsibility for safeguarding (see staff training folder).
All staff are first aid trained (see staff training record folder).
All staff practice and are familiar with the evacuation policies and procedures (see fire drill log book).
All staff have read and signed the policies and procedures.
All contact details are kept in the Operational folder.
All staff have co keyperson roles to cover staff absences. These are as follows:
	Key Group
	Keyperson
	Co-Keyperson

	Butterflies
	Sonja
	Sandra

	Ladybirds
	Sandra
	Sonja

	Dragonflies
	Denise
	Valerie

	Bumblebees
	Valerie
	Denise

	Bumblebees
	Emma
	Clare

	Bumblebees
	Clare
	Emma
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