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Fire & Emergency Evacuation Procedure

Immediate Action

¢ \WWhen the fire alarm sounds, respond without delay.

Evacuation Procedures

¢ Babies Under Two: Must be placed in the evacuation cot and taken out via the nearest safest fire exit.

¢ Children & Staff: Staff must ensure all children line up at the door and are led promptly through the safest
fire exit.

¢ Rear Staff Member: One staff member should remain at the rear to confirm all children are evacuated and
doors are securely closed behind them.

e SEND Provisions: Children with Special Educational Needs and Disabilities (SEND) must have designated

support staff to assist with evacuation.

Essential Iltems

¢ Room staff must take children's registers and iPads.

* Office staff must carry the staff sign-out sheets.

Evacuation Timing

¢ The entire building must be cleared of children and adults within three minutes.

Safety Checks

* Room health & safety officers must conduct a final sweep before exiting.
¢ Management will check the building to ensure complete evacuation.

* The health & safety officer may determine the fire’s location or source only if safe to do so.

Assembly Point Procedures

* Registers must be taken, and a headcount conducted to confirm all individuals are accounted for.

* Room staff will notify parents/carers from the assembly point.



Re-Entry Restrictions

* No one may return to the building until the alarms have stopped and the health & safety officer or
emergency services confirm it is safe.

Fire Safety Management

¢ A Fire Risk Assessment (FRA) is conducted and reviewed regularly by a competent person.

¢ The Responsible Person for fire safety is the Nursery Manager.

Training and Drills

e Fire drills are conducted at least once per term.

¢ All staff receive fire safety training, including induction training for new staff.

Equipment Maintenance

¢ Fire alarms, extinguishers, and emergency lighting are tested and maintained regularly.

Communication Protocols

e Staff will use radios or mobile phones to communicate during an emergency.

¢ The office staff will contact emergency services immediately.

Post-Evacuation Review

e After each drill or real evacuation, a review will be conducted to identify improvements.
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