FIRE EVACUATION PROCEDURES

The pre-school will follow the procedures for evacuating the building in the event of the fire alarm being sounded, in a way the ensures that all of the children are safely led away from the building and adults do not take any undue risks.

Staff must fully understand the required procedures and understand their role.

We will follow the advice the fire brigade give us during our annual inspection.

METHODS

· The fire alarms will be tested weekly and noted in the fire alarm register.
· We will follow the advice of the fire brigade on any matters arising from their visit, including discussing with the church on matters outside of our control.
· We will have a fire procedure and assembly point on the wall.
· We will have a fire drill at least twice a term and a record will be made.
· We will ensure that staff receive training on fire procedures.
· We will monitor risks each day.
· We will keep a register of children, staff and visitors to the pre-school for each session.
In the event of a fire occurring, the fire alarm will sound.  A member of staff must shout fire to gain everyone’s attention, shaking the tambourine if necessary to get the children’s full attention. The evacuation procedure is as follows:

· The session supervisor will telephone the fire brigade on 999 and give appropriate details. 
· We will use the nearest available exit to meet at the designated assembly point. . 
· The evacuation must start immediately and people should not try to collect bags and other personal possessions. 
· Assuming there are four staff on duty, three staff will accompany the children to the assembly point. 
· The session supervisor will check the rooms have been cleared and collect the index box with emergency contacts and register and take them to the assembly point. 
· At the assembly point the register will be called and checked for any unaccounted adults or children, and the fire brigade will be told of any missing people. Nobody will be permitted to return to the building until the all clear has been given by the fire brigade. 
For fire drills, the above procedure will be followed except the session supervisor will give the all clear.
