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All policies are reviewed annually by the Director of Evolve Academy. Please
contact admin for any queries or concerns.

Events & Academy Operations

Evolve Academy is committed to delivering all classes, performances, workshops
and events in a safe, organised and professional manner. The following policies
outline the procedures that help ensure activities are planned effectively, risks
are managed appropriately and the wellbeing of all students, staff and visitors
remains our highest priority.

These policies should be read and followed by all relevant staff, volunteers,
parents/guardians and students where applicable.

External Venues & Performances Policy
Risk Assessment & Equipment Policy
Fire & Evacuation Policy

Missing Child Procedure Policy
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External Venues & Performances

POliC! TRAIN. PERFORM. EVOLVE.

Last Reviewed: July 2026

Next Review: July 2027

Purpose

Evolve Academy provides opportunities for students to perform and take part in activities outside of regular
classes

This policy exists to:

* Ensure safety and organisation at external venues

* Set clear expectations for behaviour and participation

* Clarify responsibilities of staff, students and parents

* Support smooth and professional performances and events

Scope

This policy applies to:

* All students attending Evolve Academy

* All parents and guardians

* All staff and instructors

* All external events, performances, shows and activities

All individuals are expected to read, understand and follow this policy

Use of External Venues

* Evolve Academy may use external venues for performances, shows and events
* All activities will be planned and managed to ensure safety and organisation

Behaviour Expectations

* All students must follow the same behaviour expectations as in regular classes
* Students must act respectfully towards staff, other students, venue staff and members of the public

Supervision
* Evolve Academy is responsible for students during scheduled activity times only
* Students must remain under supervision as directed during events

Travel and Transport

* Parents and guardians are responsible for arranging transport to and from external venues
* Evolve Academy does not provide transport unless otherwise stated

Costs and Fees

» Additional costs may apply for performances, including costumes, tickets or entry fees
* Parents and guardians will be informed of any costs in advance




Health and Safety

* All venue rules and safety procedures must be followed
* Students must follow all instructions given by staff and venue personnel

Consent and Participation

* Participation in external events requires parent/guardian agreement
* Evolve Academy reserves the right to determine participation based on behaviour, attendance and
readiness

Failure to Follow This Policy

* Failure to follow this policy may result in removal from the event or future opportunities
* The safety and professionalism of all students is the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Purpose

Evolve Academy is committed to providing a safe environment through effective risk management and safe
use of equipment

This policy exists to:

* [dentify and reduce potential risks

* Ensure equipment is used safely and appropriately

* Protect students, staff and visitors

* Maintain a safe and organised environment

Scope

This policy applies to:

* All students attending Evolve Academy
* All staff and instructors

» All classes, rehearsals and activities

All individuals are expected to read, understand and follow this policy

Risk Assessments

* Basic risk assessments will be carried out where necessary before classes and activities
* Potential hazards will be identified and managed appropriately

Use of Equipment
* Evolve Academy uses minimal equipment during classes
* All equipment must be used safely and for its intended purpose

Equipment Safety
* Equipment will be checked before use to ensure it is safe
* Damaged or unsafe equipment must not be used

Student Responsibilities
* Students must follow all instructions when using equipment
* Equipment must be used respectfully and safely at all times

Reporting Hazards
* Any hazards, risks or concerns must be reported immediately to a member of staff
« Staff will take appropriate action to resolve any issues




Venue Responsibilities

* The venue is responsible for the safety and maintenance of the building
* Evolve Academy will follow all venue safety procedures

Staff Responsibilities
» Staff are responsible for maintaining a safe environment
* Staff must ensure all activities are delivered safely and appropriately

Failure to Follow This Policy

* Failure to follow this policy may result in appropriate action
* The safety of all students and staff remains the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Next Review: July 2027

Purpose

Evolve Academy is committed to ensuring the safety of all students and staff in the event of a fire or
emergency requiring evacuation

This policy exists to:

* Provide clear procedures for evacuation

* Ensure all students and staff can exit safely

* Minimise risk during emergency situations

* Support a calm and organised response

Scope

This policy applies to:

* All students attending Evolve Academy
* All staff and instructors

» All classes, rehearsals and activities

All individuals are expected to read, understand and follow this policy

Fire Safety Procedures

* In the event of a fire alarm or emergency, all individuals must evacuate immediately
* Instructions from staff and venue personnel must be followed at all times

Evacuation Process

* Staff will lead students safely out of the building using designated fire exits
* Fire exits and procedures will follow the guidance of the venue

* Students must remain calm and follow instructions

Assembly Point
* The assembly point will be as directed by the venue
* All students and staff must remain at the assembly point until instructed otherwise

Register and Headcount
* A register will be used to ensure all students are accounted for
» Staff will check that all students have safely exited the building

Re-Entry

* No one is permitted to re-enter the building until it has been declared safe by the appropriate authority

Emergency Services and Communication

* Emergency services will be contacted where necessary
* Parents and guardians will be informed in the event of a serious incident




Failure to Follow This Policy

* Failure to follow evacuation procedures may put others at risk
* The safety of all students and staff is the priority at all times

Signed

Principal — Evolve Academy

(Harry Janes)
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Purpose

Evolve Academy is committed to ensuring the safety and wellbeing of every student attending our classes,
workshops, performances and events. Whilst every reasonable precaution is taken to supervise children at all
times, this procedure outlines the actions to be taken should a child become unaccounted for.

This procedure exists to:

e Protect the safety and wellbeing of all students.

e Ensure a prompt, calm and organised response.

e Minimise risk and locate the child as quickly as possible.
e Provide clear responsibilities for staff.

Scope
This procedure applies to:

e All students attending Evolve Academy.
o All staff, instructors and volunteers.
e All classes, rehearsals, performances, workshops, holiday programmes and academy events.

All staff and volunteers are expected to read, understand and follow this procedure.

Prevention

To reduce the likelihood of a child going missing:

Accurate attendance registers will be completed at the beginning of every session.

Students will remain under appropriate supervision throughout activities.

Staff will regularly monitor attendance during sessions and transitions.

Students must not leave the activity area without the permission of a member of staff.

Parents and guardians must notify Evolve Academy if another authorised adult is collecting their
child.

If a Child Cannot Be Located

If a child is believed to be missing:

Remain calm and immediately inform the Director & Principal.

Check the attendance register to confirm the child's attendance.

Ask staff whether the child has been seen or has permission to leave the activity.

Carry out a thorough search of the venue, including toilets, changing areas, corridors and any other
accessible areas.




o Ensure the remaining students continue to be supervised at all times.

If the Child Is Not Found

If the child cannot be located after an immediate search:

Contact the child's parent or guardian immediately.

Contact the emergency contact if the parent or guardian cannot be reached.

Where there is reason to believe the child may be at risk, contact the Police by calling 999 without
delay.

Continue searching the venue and surrounding area only where it is safe to do so and under the
direction of the Director & Principal or the emergency services.

Once the Child Is Found
Once the child has been located:

o Ensure they are safe and assess whether any medical attention is required.
e Inform the parent or guardian immediately.
Record the circumstances of the incident.
e Review how the incident occurred and whether any procedures need to be improved.

Recording the Incident
Any missing child incident must be recorded as soon as possible.
The record should include:

Date and time.

Child's name.

Location of the incident.

Circumstances leading to the child going missing.

Actions taken by staff.

Time the child was located.

Whether the Police or emergency services were contacted.
Any recommendations to prevent a similar incident.

All records will be stored securely and confidentially.

Staff Responsibilities
All staff and volunteers must:

Maintain appropriate supervision at all times.

Follow attendance and collection procedures.

Report any concerns immediately.

Remain calm and follow this procedure.

Cooperate fully with emergency services where required.

Parent & Guardian Responsibilities

Parents and guardians are responsible for:




Providing accurate emergency contact information.

Informing Evolve Academy of any changes to collection arrangements.
Collecting their child promptly at the agreed finish time.

Ensuring only authorised adults collect their child.

Failure to Follow This Procedure

Failure to follow this procedure or other relevant Evolve Academy policies may result in appropriate action
in accordance with the academy's Terms & Conditions.

This procedure is in place to help ensure the safety, wellbeing and protection of every child attending Evolve
Academy.

Review

This procedure will be reviewed annually or sooner where academy procedures, safeguarding guidance or
relevant legislation change.

Signed

Principal — Evolve Academy

(Harry Janes)




