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Fire Emergency Evacuation Plan 
On discovering a fire you must sound the FIRE ALARM 
by pressing a CALL POINT BUTTON
 The SESSION LEAD 
· will instruct a staff member to make an EMERGENCY 999 call for the Fire Service 
· alert/instruct and lead all staff and children to quickly and calmly exit the building via the safest Fire Exit. A walkie talkie radio call will be used as necessary to alert all areas of the setting.
· exit the building via the safest Fire Exit
· will complete a roll call using the register to ensure all persons are accounted for once the FIRE SAFETY OFFICERS have all reported in.
· will inform the Fire Service accordingly to any persons not accounted for.
[bookmark: _gjdgxs]The SESSION DEPUTY FIRE SAFETY OFFICER - OAK rooms 1&2 
· [bookmark: _8qs38luw4ll9]will allocate available staff members to support ACORN  room during the evacuation 
· [bookmark: _8j7skhfp2apk]will collect the: Emergency Bag; the Register for OAK rooms 1&2 
· [bookmark: _wg7lpfhrpi2u]confirm that any work mobiles in the  OAK rooms 1&2 are collected. 
· [bookmark: _wfqjvvynu2rm]Then leave the building via the safest Fire Exit and report to the SESSION LEAD
[bookmark: _gjdgxs]The SESSION DEPUTY FIRE SAFETY OFFICER - ACORN  room 
· [bookmark: _wfqjvvynu2rm]will instruct each staff member, including additional staff allocated from OAK 1&2 as to which children they are responsible for during the evacuation and ensure all leave the building via the safest Fire Exit and report to the SESSION LEAD
· [bookmark: _8j7skhfp2apk]will collect the Register for ACORN  room
· [bookmark: _wg7lpfhrpi2u]confirm that any work mobiles in the ACORN  room are collected. 
The SESSION FIRE SAFETY OFFICER 
· will check all areas of the building, including toilets, to confirm all persons have left the building and unbolt the front door. They must then leave the building via the safest Fire Exit and report to the  SESSION LEAD 
· The assembly point is at the far end of the small garden, alternatively a location indicated by the  SESSION LEAD  as appropriate. 
· If the fire is small and isolated a member of staff may take the appropriate action to extinguish the fire using a fire extinguisher or fire blanket.
· If there is any doubt of personal safety do not delay in exiting the building.
Also see: Fire Safety Site Plan; Fire Safety Policy; Emergency Evacuation and Closure Procedure
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