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Evacuation Policy and Procedure

Location: Bishop Wood – What Three Words - //planet.factoring.smudges (what 3 words app)
Review date: 24.10.27
1. Purpose
The safety and wellbeing of all children, staff and visitors is our priority. This policy explains how we will safely evacuate the woodland if an emergency or unsafe situation arises during holiday club sessions.
As the woodland has public access, staff will remain aware of other woodland users and will take additional care to keep children together and away from members of the public during an evacuation.
2. Reasons for evacuation
An evacuation may be necessary because of:
· A suspected wildfire.
· Severe weather, falling branches or unsafe trees (weather forecasts are always checked before each session.
· An accident or other serious incident.
· A missing child or a safeguarding concern.
· An unsafe or threatening member of the public.
· An instruction from the emergency services or landowner.
· Any other situation that makes the woodland unsafe.
3. Roles and responsibilities
Club Leader / Person in Charge
· Take control of the evacuation and assess the immediate danger, where safe to do so.
· Give a clear instruction to evacuate.
· Direct staff and children to the agreed safe meeting point.
· Call 999 if emergency services are required.
· Ensure all children, staff and visitors are accounted for.
· Inform parents/carers and complete an incident report as appropriate.
Supporting Staff
· Stay calm and reassure the children.
· Keep children together and supervise them throughout the evacuation.
· Carry out an agreed group or headcount check.
· Take the register, emergency contact information, first-aid kit and phone if immediately accessible and safe to do so.
· Report any missing, injured or unaccounted-for person to the Leader immediately.
4. Evacuation procedure
1. Raise the alarm. The Leader or any staff member who identifies danger must alert the rest of the team immediately.
2. Stop activities. Ask the children to stop what they are doing and listen carefully.
3. Move to safety. Lead the children to the designated evacuation point, away from the hazard. This would either be the car park or fire circle. 
4. Stay together. Staff must position themselves to supervise the group, with a staff member at the front and rear where staffing levels allow.
5. Check everyone is present. Take a headcount and check against the register as soon as it is safe. Report any discrepancy immediately.
6. Call for help. Contact 999 where necessary, giving the woodland name, access point, nearest landmark and any known hazards – see what 3 words.
7. Remain at the safe location. Children must stay with staff until it is safe to return or they are collected by their authorised parent/carer.
8. Inform parents/carers. Provide clear information about collection arrangements and any change of location.
9. Record the incident. Document what happened, actions taken and any follow-up required.
5. Woodland access and members of the public
As the woodland is open to the public:
· Staff must keep children within the agreed activity area and supervise them appropriately.
· Children must not be allowed to disperse along public paths or approach unknown members of the public during an evacuation.
· Staff should calmly direct members of the public away from the immediate hazard where it is safe and appropriate to do so.
· Staff must not put themselves or children at risk by confronting a member of the public.
· If a person poses a threat, move the group away, seek a safe location and call 999 if there is immediate danger.
· If the usual evacuation point is not suitable or unsafe, use the alternative area.
6. Missing child or person
If a child is unaccounted for during an evacuation, staff must immediately inform the Leader. Staff should maintain supervision of the remaining children while agreed search and emergency procedures are initiated. Call 999 without delay if there is an immediate risk to the child, or if the circumstances warrant emergency assistance. Do not leave the remaining children unsupervised to search.
7. Emergency equipment
Where safe and practical, the following should be available during sessions:
· Attendance register and emergency contact details.
· Fully charged mobile phone.
· First-aid kit.
· Whistle or other agreed alarm – use forest school call that children are aware of.
· Any essential medication and relevant individual care information.
8. Training and review
All staff must be familiar with this policy, the evacuation routes and the designated safe meeting point before supervising children. Evacuation procedures should be practised in an age-appropriate way and reviewed following any incident, significant site change or change in staffing arrangements.
The Leader is responsible for reviewing this policy at least annually and ensuring that it remains suitable for the woodland and the needs of the children attending.
Important: This policy must be read alongside the setting's safeguarding, missing child, first-aid, severe weather and site risk assessment procedures.
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