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Emergency procedures / Fire Drill procedure

It is essential that all staff, volunteers, and visitors are aware of the procedures to be followed and the actions they must take in the event of an emergency.

The Health and Safety at work act 1974 places a general duty on employers to ensure so far as is reasonably practicable the safety of the work place. This means that employers must provide safe routes into and out of the building and must ensure that adequate arrangements are made to deal with emergencies.

ALL STAFF MUST BE AWARE OF THIS PROCEDURE.

Evacuation procedure

If you discover a fire:
1. Sound the alarm. (Staff must familiarise themselves with the location of all fire alarms, extinguishers, fire blankets and fire exits).

2. Staff assemble with the children at the nearest appropriate fire exit. Staff must lead the children calmly and quickly to the outside assembly point.

3. Staff and children in the ‘new extension’ must use the nearest emergency exit; these are the side door leading on to the playground and the main entrance door; the fire assembly point is located on the far side of the car park, against the church fence.

4. The manager or acting manager must collect the register and mobile telephone then join the staff and children at the outside assembly point.

5. The manager will telephone the fire service as soon as possible, stating the old school playgroups exact location and the nature of the emergency.  

6. The outside assembly point is in the main car-park, up against the church fence. There is a sign on the fence indicating the assembly point. 

7. Our setting Risk Assessment, concerning taking the children across the car park to the assembly point states high risk due to the proximity to the road and no gates. Fire drills involving our children may involve a safer assembly point-staff only fire drills, which will be held periodically will use the Harold Wood Neighbourhood Centre designated assembly point.

8. The fire marshal will be last out of the building, checking the toilets and that the building is empty.

9. A head count must be conducted immediately, and all children and adults accounted for. The register must be taken straight away, if there is any discrepancy.


In the event of a medical emergency the procedure stated on the policy for child accident / taken seriously ill must be followed.



Fire Drills
A fire drill will be held regularly, a minimum of once each school year- Sept to July.

A whistle may be used to signal a fire drill (a long, loud blast of the whistle).
The number of children and staff in attendance each day is recorded on the setting wall. Staff must make themselves aware of this information daily.

The fire drill will be recorded in our fire drill book and a note made of how it went and how long the evacuation of the building took. (This information must be assessed and improvements made, where needed)

Evacuation procedures and arrows pointing towards the fire exits are displayed on the walls of the setting, in the corridors, entrance area and the main room used for our playgroup.

Visitors and volunteers must be made aware of the procedure in case of fire and the location of the fire exits.

The need for fire drills will be discussed with the children afterwards.

Parents/ carers will be informed when they collect their child that a fire drill had taken place. 
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