Fire Drill & Emergency Evacuation Procedures
In the event of a fire drill or an actual fire the procedures below will be followed: -
1 Fire drills must take place throughout each term and logged in the risk assessment folder, stating all persons present, number of children present, comments, date and time of the drill.  This will be recorded on a fire drill sheet within the risk assessment file.
2 When any alarm is activated, staff will stop all children and adults by blowing a whistle and getting the children to copy an action (e.g. clapping hands, touching heads, etc.)  whilst explaining to the children what is about to happen, children will be reassured throughout if necessary.

3 The supervisors in charge of each room take responsibility for collecting a telephone, all keys, the children’s file with all phone numbers, contact book, staff and student files. 
4 The supervisors will check the toilets, collect the Staff and visitor’s signing in books and check around the room.  Staff and students having lunch in other parts of the building will be called and told to leave the building.  The fire door between the main room and the corridor will be closed.
5 The remaining staff will escort the children calmly out of the safest exit.
6 Once everyone is outside a register will be called and a head count carried out to ensure all are present and the children reassured.  One member of staff shall head count whilst another member of staff calls out the register.
7 Once it has been established that everyone is safe the children’s parents/carers will be contacted to collect the children.
8 The Assembly point for evacuation is situated near the gates in the car park.

The 4 main fire doors are: -   
· At the rear of the main room leading out onto the free-flow garden.   
· The main entrance leading onto the front car park.   
· Next to the accessible toilet (in the corridor) leading out into the free-flow garden.
· The main church door.
In the event of any casualties the following procedures will be followed: - 

a. The deputy will contact the relevant services applicable to the circumstances of the evacuation e.g.  Emergency services on 999/112, Anglian Water - 08457 145 145.
b. If for any reason a person is missing, then the deputy should inform the emergency services.  All staff must remain outside the building.

c. In the event of any casualties the appropriate first aid should be performed and the emergency services informed immediately.

d. All casualties should be seen by the emergency services once they arrive.

e. The person in charge should then start to contact all parent/carers to collect their children.

f. If casualties are taken to the hospital, then their parents/carers/next of kin should be informed calmly to go the appropriate hospital.

g. Everyone should remain outside of the building until the emergency services give all clear.
Our designated fire warden is Joanne Taylor is in charge of organising the fire drills once a month and testing the carbon monoxide alarms as well once a week.
Gas, Electricity & Water

Gas - If you smell gas inform the person in charge immediately and turn off the gas.   The gas meter is located in the back room, within the third nursery cupboard on the left-hand side.  The meter is in the bottom right-hand corner of the cupboard.  To turn off the gas, pull the leaver (with the tag on) downwards.  The person in charge will assess the situation and depending on the severity of the leak will telephone either/or the following: -   Mr Hytch - 01472 506048 or National gas emergency - 0800 111 999 ASAP.    In the event that the gas cannot be turned off or the above-named persons cannot be contacted the evacuation procedure should be followed if deemed necessary (see below).

Water - In the event of a water leak or in an emergency the water must be turned off.  The stopcock is located under the sink in the ladies’ toilets.  It is a tap which has been painted blue.  Once turned off, or if unable to turn off contact: - Mr Hytch – 01472 506048 - In the event that the above-named person cannot be contacted, if deemed necessary follow the evacuation procedure (see above).  Inform Anglian Water - 08457 145 145 ASAP.

Electricity - In the event of the electricity having to be turned off please follow the procedures: - The electricity box is situated in the wooden cupboard next to the kitchen hatch in the main room.  Open the door to the box and push up the red lever on the second electricity box in the cupboard.  Once turned off contact: - Mr Hytch - 01472 506048
Lock Down Procedures
a.  If a threat is made one member of staff should blow the whistle whilst another member of staff calls 999.

b.  All children to be guided to an agreed “Safe” area, quickly and calmly, by an adult.

c.  Supervisors to remember to collect phones and emergency contact numbers, if feasible. 
d.  Clear and precise communication between adults at all times.  The main priority is to get the children to safety as quickly as possible. Staff will have to use their own judgement at the time as to which exit/safe area to use.
e.  If the threat came from the free flow area, then the Ada Nilson room could be used.   If the threat came from the front of the building, then the free flow garden could be used to evacuate the building (if safe to do so).  Staff to be aware that if the back room (Helen’s desk area) is used then there is no way to exit the building.  
NOTES TO STAFF: -Practice blowing the whistle on a regular basis to familiarise the children with this procedure.
These procedures will be shared with any volunteers, students, parent/carer helpers during induction meetings.
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