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Fire Evacuation –  December 2025
[bookmark: _Toc524963000]Evacuation Procedure
· Upon identifying a fire or the smell of smoke, break glass at the nearest fire exit and evacutate the building.
· Fire Alarm will ring continuously. 
· Jane Durand/Joanne Morgan to use walkie talkie and clearly say ‘fire fire’.
· All staff to take out walkie talkies.
· Fire marshall, Joanne Morgan will be responsible for the top floor, in Joanne Morgan’s absence Jane Durand will assume this responsibility.  If both Marshalls are onsite Jane Durand will immediately support the middle floor evacuation and sweep the middle floor to check that all persons have evacuated.  Joanne Morgan will sweep the top floor to ensure that all persons have evacuated, in Jane Durand’s absence Joanne Morgan will also sweep the middle floor.
· Caterpillars: Zoe Smith / Chrysalis: Starr Scale / Butterflies: Karen Bennett / Sunflowers: Olivia Swatman, Sunshines: Pam Kaur, trained fire marshals, will be responsible for leading the evacuating for the staff team and children in attendance.
· Amanda Vaughan, to ensure they take the fire ipad out in evacuation, to be kept in the main office.
· Karen Bennett, Level 3, trained fire marshal will complete a bathroom check ground floor.
· Ground floor kitchen staff will support our youngest children, Caterpillars room located next to the kitchen out of the building.
· All magna locks will release for the gates, main doors ground floor and middle floor fire exit
· Allocated staff in each room will activate PEEP plans. 
· Fire Brigade will be called by the most senior staff member on site, detailing the location of the fire, they will meet the fire brigade on arrival and escort them to the panel identifying the area on the floor map displayed.
· Fire marshall Joanne Morgan, in her absence Jane Durand will assume the responsibility for sweeping the building and collecting the visitors book and will meet at the assembly point.

Accounting for all persons on site
· All staff, children and visitors will congregate at fire assembly point; inside the forest gated area for sarefty, code 0550 to the neighbouring Bible College if the garden is unsafe to assemble.
· Pre-school children who are already in the garden, to remain there.  
· A register will be taken in the assembly area of children and staff in attendance using the fire ipad, the visitors book would be called to account for all visitors on site.
· Fire Marshall and Fire Brigade will check the building after registers and head count and confirm if the building is clear and can be used, if an alternative building is required staff and children will assemble in the Bible College.
· If children are waiting longer than 10 minutes, we have a contingency to use Bible College as indoor evacuation point code 0550
· Parents arriving during an evacuation will be asked to remain with their child until all clear has been declared.

Safety checks
· Amanda Vaughan and Joanne Morgan will check call points in rotation weekly on Friday’s 11am.
· Amanda Vaughan and Joanne Morgan will do a visual check of the fire extinguisher monthly to check that the tabs are secure and they are in good working order.
· Amanda Vaughan and Jane Durand will do a visual check of all escape routes and remove any obstructions weekly, these will be recorded on our log and discussed at the weekly management meeting.
· Emergency lighting is self testing and will come on in rotation monthly, these are reorded in the log.  Amanda Vaughan and Joanne Morgan will do a physical checks on the first Thursday of each month. 
· All planned fire drills or practices will be notified to staff and parents in advance and will take place termly. Spontaenous fire drills will not be carried out however senarios will be given outlining a potential complication. 
· All drills are to be recorded into the fire evacuation folder for recorded keeping, including the time it took to evacuate the building and any issues arising. 
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