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Emergency Evacuation Policy & Procedure

Statement of Intent 
The safety of children and adults in the setting is paramount.  The main priority is to prevent an emergency from occurring in the setting.  In an emergency the priority is to get everyone out safely and call 999. 

Aim

To ensure our premises have the lowest risk of fire possible by ensuring the highest possible standard of fire precautions.  All staff are familiar with the current legal requirements.

Preparing children 

All children attending the setting will regularly practice an evacuation of the premises as part of their learning and development at least once every half term. This is to ensure they feel confident and happy participating in the practice, and should a real emergency occur such as fire, flood, or gas leak, not be panicked by the situation.   

In the Early Years, health and safety procedures will be incorporated into play activities, stories read, and visits arranged to ensure children gain an understanding of keeping themselves safe.   

Prevention 

The setting conducts daily risk assessments to ensure potential risks are identified and removed, e.g., this is a no smoking setting, matches and candles are kept out of reach.

The setting has appropriate fire detection and control equipment in place.  These are checked regularly.  

The two emergency exits are clearly identified.
Gas boilers are checked and serviced regularly, and Carbon Monoxide detectors are located according to manufacturer’s recommendations. 

Front door and keys are kept high up out of children’s reach accessible to staff only.

An emergency evacuation bag is kept in the building. This contains each child’s personal contact details and a first aid kit. 

The emergency evacuation plan and procedure are displayed and practiced every half term with the children. This will include evacuating the premises at different times of the day and different exits to ensure a variety of eventualities are practiced.
Steppingstones employ an outside specialist consultant to inspect and assess all its equipment to ensure they comply with fire safety regulations.  The fire door is never obstructed and easily opened from the inside.
Smoke detectors/alarms and firefighting appliances which conform to BS EN standards, are fitted in appropriate high-risk areas of the building, and are checked as specified by the manufacturer.  

Procedure

On hearing the emergency signal of ‘evacuate, evacuate, evacuate’, given by a member of staff please: -
· Leave what you are doing immediately and head towards rear exit door (front door if more appropriate)
· Staff help escort the children and any visiting adults out of the building onto a nearby school grass area.
· A staff member to alert Staplegrove school of the emergency making sure you tell them what type of emergency, by physically relaying message to school office or by telephoning from the office.
· One member of staff quickly checks the main room, foyer, toilet, kitchen, and office areas for any children.  Staff allocated roles – list by main door.
· Calmly reassure all the children about what is happening and why.
· Move quickly, calmly, and efficiently offering any help you can e.g., pick up and carry any unwilling/scared children.
· Do not wait to collect any personal belongings.
· It is a staff responsibility to bring the iPad, telephone and close all doors after each room has been checked and cleared and to collect the emergency evacuation bag if required, along with any urgent medicine.
· Aim for nearby school grass area by bin storage area if something is happening to the building.  Or to where directed by emergency services i.e., police in case of bomb scare, gas leak etc.
· Attendance registers will be checked of all attending the playgroup at the time, staff, children, students and visitors and head counts made.
· If this is not a drill, then after leaving the setting the emergency services will be called from a mobile phone or a neighboring building.  We will follow the guidance of the emergency services.  We will not re-enter the building unless the fire brigade say it is safe to do so.
· Parents/carers will be contacted and informed of the current situation and requested to collect their children if required.  
· Evacuation procedure practiced half termly and recorded in safety file (different situations simulated).  Shared evacuation drills timetabled with Staple grove school.
· Where the evacuation was due to a practice staff should wait for confirmation from the supervisor/manager that it is not a real fire and for permission to return.
· All incidents will be recorded following statutory requirements.  The setting will record all evacuations (including drills) of the premises.  The evacuation log will record: The date and time of the evacuation procedure, the children present (or registers taken), the length of time it took to evacuate the premises, whether there were any problems that delayed evacuation, any further action to improve the procedure, any other relevant information.  
Contacting Parents
· Contact details for parents/carers and emergency contacts are listed on the iPad on Famly.

· Contact details of the next of kin for all staff members and volunteers are listed on the iPad on Famly.
Refuge

· If it is not possible to return to the building after an incident, the children will be taken to Staple grove School to be kept warm and dry and to await collection by their parent or carer.

Updated and implemented Autumn Term 2023 – reviewed regularly and the procedure monitored and evaluated.
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