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Fire and emergency evacua3on safety policy and procedures 

Daily session rou3nes 

1. Whoever is first to arrive at Day-Care/Nursery, unlock lobby doors 
leading outside areas 

2. All staff to sign in the staff ‘signing in register’ and to enter Cmes if 
leaving/arriving school during the day 

3. All visitors to sign the visitors’ book and read the safety procedures card 

4. Staff to make sure registers are completed at the beginning of group-
Cme and that they are returned to office as soon as possible 

5. Rainbow Group register remains in class and should be taken out by the 
responsible class adult when the alarm sounds 

6. If you are going out with children, make sure that you let the office staff 
know and leave a list of the children and staff 

When the fire alarm sounds – office calls 999 (if not a fire drill) 

On hearing the fire alarm evacuate safely following these guidelines: 

Outside:  Staff to gather the children at the Fire Assembly Points next to their group colour.  
One adult to check no children leU in other parts of the garden 

L Room:  Staff to gather all the children from L Room, take them out the lobby door, 
checking for concealed children as they go, through garden door to the group coloured fire 
assembly points 

Workshop Room:  Staff to gather all the children and leaves with them through the garden 
door to the group coloured fire assembly points 

Rainbow Room:  Staff to gather all children, takes register with them and leaves by the end 
(giant’s) door, checking toilets on the way out.  Walk children to Rainbow’s fire assembly 
point 

Daycare Room:  Staff members gathers all children, checking concealed places (e.g. under 
loU, toilets), takes register with them and leaves with them through daycare kitchen to 
outside door.  Walk children to fire assembly point.  Out of school hours: sound alarm, get 
children and staff outside, remembering to take register, then phone 999 

 2



Green Room:  Staff to gather children and leaves through doors onto decking, then out into 
the garden to fire assembly points 

For less able children see the individual risk assessment and procedures for evacua3on 

Canteen:  All staff gather children and lead them out through the main doors to the fire 
assembly points.  The Lunch Supervisor will bring the register to the fire assembly points. 

Office:  A member of the office staff phones 999, collects the visitor’s book and registers, 
checking the adult toilet, before leaving the building via the lobby door.  Either another 
office staff member or the Head Teacher checks the children’s toilets before leaving the 
building through the garden door in the workshop room to the fire assembly point.   

If there is only one staff member in the office, they should collect the visitor’s book, registers 
check the toilets and make their way to the fire assembly point. 

Once all children, staff and visitors are at the assembly point a full register is taken to make 
sure all are out of the building.  Each group leader to total up the number of children, office 
staff check visitors list and pass the informaCon to the Head Teacher or designated Fire 
Marshall. 

At Group Times 

Each staff member is responsible for taking their own group of children to the fire assembly 
point: 

• From L room through lobby door 
• From Work shop room through veranda door 
• From Day Care room through day care kitchen door leading to outside door 
• From staff room through lobby door 
• From Rainbow Group through giants door (cloak room) 
• From Canteen through garden end door, pass the wild area to fire assembly point 
• From Green Room onto veranda leading to garden 

Group leaders are responsible for taking registers with them if not already collected  

Children gather next to their colour fire assembly points, the registers are checked including 
late/early collecCon register) to ensure all children are present and the numbers given to the 
Head Teacher or designated Fire Marshall. 

During Lunch Time 

Canteen – follow procedure above.  Adults in the main building should leave by the nearest 
fire exit and move to the designated fire assembly point 
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For criCcal incidents see evacuaCon plan 

Incident invesCgaCon procedure 
Follow instrucCons from Fire Office.  If no fire, then invesCgate cause of false alarm.  Report 
incident to the Governors. 
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