Emmer Green Pre-School – Policies & Procedures

EVACUATION PROCEDURE
In the event that we need to evacuate the building you will hear long blasts of a whistle or fire alarm and the following procedure will apply:
1. Hannah Longstaff, Claire Ross, Michelle Smith and Stacie Smith and any other staff will take all children, parent helpers, one-to-one helpers and visitors, and exit through the front door or nearest exit. Wendy Robins or Deputy Supervisor will take the register.

2. Tania Smiter (Alison Scobell, Clare Hooker) will check outside area or staff that are outside on rota and exit through the front door or nearest exit and escort the children to the assembly point on the pathway to Chiltern Court (old people’s home).

3. Dee Lamden /Lorraine Browning and all other Kitchen Staff will check kitchen area and exit through the front door or nearest exit.

4. Deputy Supervisor, Lorraine Browning (office) will check small rooms, office and toilets, and exit through the front door or nearest exit.

Remember:

· Remember to use all fire exits 

· Do not leave children unattended

· Do not stop to put out the fire (unless very small)

· All adults and children are to assemble at the  assembly point on the pathway by Chiltern Court (old people’s home) 
· Once outside, the register will be called and a member of staff will be sent off to the nearest telephone (Primary School, Doctors Surgery, Church) to ring for the emergency services (if not done yet)

· Dial 999 and ask for the Fire Brigade / from the office telephone call (9)999 / from a mobile ‘phone call 112 (the emergency number)
· Give a distinctive address

· Do not replace the receiver  until the address has been repeated by the operator

· Contact parents and notify them of our meeting point and where to collect their child(ren) from (e.g. Emmer Green Primary School, St Barnabas Church, Eric Ave or the baby clinic at the Doctors Surgery).
· If Wendy Robins or Deputy Supervisor are not in the building a member of staff will take the lead role and will ask another member of staff to leave the building last,  with all the children and staff/helpers/students etc.
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