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Sawston Childcare Limited
FIRE PREVENTION & PROCEDURES IN THE EVENT OF A FIRE/ CRITICAL INCIDENT
This Emergency Plan includes provision for:  

· Evacuating the nursery building in the event of a fire.

· Evacuating the outdoor play areas in order to bring everyone back into the 

building in the event of a risk to children and staff. 
Fire Prevention

It is a requirement that all children are signed in and out of the Nursery by their parent/carer using the 'Daily Signing-in Sheet' located in each room.
All staff must sign in and out of the premises using the 'Staff Signing-in Sheet' located next to the Noticeboard in Reception.
All visitors/contractors are to sign in and out of the premises using the Visitors Book located in Reception.

The staff induction process will include the member’s duties in the event of a fire, details of the location of fire exits, alarm points, extinguishers and their use. All staff are encouraged to reread these procedures and the Fire Notices every three months.

It is the responsibility of the rooms at the end of each working day and to ensure the working areas are clutter free at the end of each day and that all fire doors are kept shut.

The Room Leaders are responsible for ensuring that the evacuation routes from each exit to the assembly point are kept clear at all times, moving toys/equipment from the designated path as and when necessary.

The glass windows on the doors must be kept clear from artwork, it is the Room Leaders responsibility to adhere to this.

The Room Leaders are responsible for ensuring that displays are kept at least 6 inches from any heat source, e.g. radiator, light fitting.

Fire practices are to be carried out approximately twice a term at the discretion of the Nursery Manager/Deputy Nursery Manager and staff are not informed when these will be.

Evacuation times are recorded and any feedback from staff/visitors are taken into account to help evaluate our fire drills to improve on safety.

Regular fire practices ensure that children and staff are familiar with the means of escape in case of a fire or other need – i.e. bomb threat, gas leak etc. The parents are informed that we have had a fire practice in case a child becomes distressed or talks about it once they are at home. The reasons for carrying out fire practices are explained to the children.
The Fire Alarm System is tested weekly from each alarm point in turn and tests are recorded.

Fire equipment is serviced annually.

A Fire Risk Assessment is to be reviewed annually by the Health and Safety Officer.

All electrical appliances are checked before use, and a regular inspection is carried out on all electrical appliances within the nursery by a qualified electrician, and ‘PAT’ labels placed on the relevant items.

How adults and children are warned if there is a fire?  
· Adults and Children in the nursery are warned about a fire by a continuous fire bell.  

Procedures in the event of a fire

What staff/ visitors should do if they discover a fire?
Anyone at the nursery who discovers a fire should find a fire call point, break the glass and shout out a warning to those around them.

Only staff at the nursery that have attended ‘Fire Safety Training’ should consider using a fire extinguisher if they come across a fire. No other employee is allowed to use a fire extinguisher.  

Each Room Leader is responsible, together with her/his staff, for the calm and safe evacuation of children and adults from their room, using the nearest, safe exit. A head count is to be taken as the children and adults leave their room (with the use of their signing in/out sheet). The group is to make their way as calmly, quickly and directly as possible to the assembly point – the front of the nursery car park (an assembly point notice is in place). The children are to be contained in this area until it has been established that all adults and children are present and accounted for. Should a disabled child or adult be present, the Room Leader is to designate a member of staff to assist that person to leave the building appropriately.

The kitchen staff are to give help to the Yellow Room staff as necessary in evacuating the babies from their room. They will also bring their First Aid Kit.
The Reception Staff, Deputy Nursery Manager or Nursery Manager will bring to the assembly point in case of need:

· The daily register

· Staff signing in sheet

· Visitors signing in book
· First Aid Kit 

· Telephone
Arrangements are in place to use John Huntingdon House as a temporary shelter in case of need during their working hours Mon-Fri  9am-5pm.
Evacuation from the garden area due to a fire in the nursery
Follow the previous instructions and leave with the children via the nearest exit out of the garden. 

 The duties of identified staff who have specific responsibilities if there is a fire
Management 
· Takes the register outside.
· Takes her phone outside to call the Fire Brigade. 

Reception Staff 
· Takes the visitors’ book outside.
The Fire Marshall  

· The Fire Marshall, if it is safe to do so, walks through the building to make sure that it is evacuated before going to the field.    

 
Room Leaders
· Room Leader are responsible for evacuating their rooms. 

Identification of key escape routes  
· Key escape routes are signposted by standard ‘fire exit’ signs.  

· Emergency lighting is available throughout the building.  

· Torches are available in rooms & reception in the event that the electricity is cut in winter months.  
Arrangements for the safe evacuation of people identified as being especially at risk, such as those with disabilities, contractors and visitors  

Visitors to the nursery are usually with a member of staff so they are advised about what to do by their host.  

Any machine / appliance power supplies that need to be stopped or isolated if there is a fire  

The cook is asked to switch off the ovens in the kitchen in a real evacuation as these may become a further fire risk.  

Contingency plans for when life safety systems are out of order (e.g. fire alarm system) 

Should the fire alarm fail, the Head or Deputy Head of the nursery in her absence, walks around the nursery with the calling out: “There is a fire. Evacuate the building immediately!”
How the fire and rescue service and any other necessary service will be called and who will be responsible for doing this 

The Reception staff telephone the Fire Brigade or asks someone to use his/her phone, to call the Fire Brigade.  

Procedures for meeting the fire and rescue service on their arrival and notifying them of the location of the remaining people and special risks (eg. the location of highly flammable material) 
In the event that the fire is serious, the Critical Incident Policy will be invoked. – See old blue Polices folder.
If the staff and children need to be moved off site, they will be walked down to John Huntingdon’s New Building – during their working hours (Mon-Fri 9am to 5pm)
Parents would be contacted using all means available to us - from contact details found within the register.
Critical Incident

If a bomb threat is received at Sawston Nursery, the person taking the call will make a note of what is being said and as soon as possible raise the alarm when the call has finished.

The management will follow the fire evacuation procedure to ensure the safety of all the staff, children and visitors on the premises and will call the emergency services giving them all the information you have received from the caller. The police will advise the action to take if required.

All incidents will be managed by the manager and staff who will cooperate with any emergency services on the scene. Any other incident that requires evacuation will follow the fire procedure. Other incidents e.g. no water supply will be dealt with on an individual basis taking into account the effect on the safety, health and welfare of the children and staff in the nursery.

Ofsted must be informed of a critical incident in the nursery.
APPENDIX A 
Action to take in the event that the fire alarm is sounded:

ROOM LEADER:  

· Immediately instruct the children to line up, in silence, at the fire door
· As the children are lining up, shut the door to your room

· Ask yourself whether any children or adults in your care have left the room for any reason. 
· ONLY if it is safe for you to do so, round up children in the toilets *

· Support children to walk silently/ babies to be carried or transported by the adults to the waiting area in the car park 

· Check that all children and adults in your care have vacated your room

· (Fire Marshall )You should be the last person to leave.  

· Shut your fire door as you leave 
· Once you have established that all children in your room are present

·      If any child or adult is missing, report it to the Head/ Deputy immediately 

· Do not return to the nursery building until you are given authorisation to do so 

Other adults (staff and visitors): 

· Please follow the instructions given by the Room Leader/ Fire Marshall 
· As the Room Leader is going to be the last to leave the room, you will need to lead the room out to the car park  

Please do not stay in the room any longer than is necessary and under no circumstances put yourself in danger.  

APPENDIX B
Action to take in the event that the fire alarm is sounded:

ROOM LEADER: YELLOW ROOM ONLY! 

· Immediately gather the children/babies and place them in the wheeled cots nearest the door (4 Children per cot).

· Those children/babies that are not placed in the cots are to be carried by room staff/kitchen staff.

· Ask yourself whether any children/ adults in your care have left the room for any reason. 
· Babies to be carried or transported by the adults to the waiting area in the car park. 

· Check that all children/babies and adults in your care have vacated your room.
· (Fire Marshall )You should be the last person to leave.  

· Shut your fire door as you leave.
· Establish that all children/babies in your room are present.
· If any child or adult is missing, report it to the Head/ Deputy immediately.
· Do not return to the nursery building until you are given authorisation to do so 

Other adults (staff and visitors): 

· Please follow the instructions given by the Room Leader/ Fire Marshall 
· As the Room Leader is going to be the last to leave the room, you will need to lead the room out to the car park  

Please do not stay in the room any longer than is necessary and under no circumstances put yourself in danger.  

CODE RED – an intruder or other risk to Children and Adults while outside
Evacuation of the Garden Area  
(Ie. for an external threat from intruder on site or chemical attack, for example).  

All of the actions described below will be carried out in as calm manner so that fears are not heightened and hysteria minimised but preferably avoided.  

In the event of an emergency during outside play:  
THE ADULT WHO HAS BECOME AWARE OF A RISK  
· will start blowing their whistle immediately  in broken bursts and will signal to another adult to continue this  
· the children should have started making their way into nursery supervised by the adults, via fire doors at this point
· the adult will send another adult to go to the reception immediately to advise that a code red situation is occurring outside and that the children and adults are at risk  
· reception will contact the police and then go into the staff room to advise of the potential code red  
· staff in reception area/ staffroom will to go back to their rooms and will identify two adults who are NOT room leaders to go to the office immediately to act as designated adults (see next two pages) 
· will go to find the Head or Deputy (in Head’s absence) to advise of the situation that is unfolding if they are not already aware of it 

RECEPTION (OR OTHER ADULT IN RECEPTION STAFF ABSENCE) 
· will check if anyone is in the toilet and inform them of code red
· will get out the code red packs for the two designated adults  
· will pass the laminated sheets to the two designated adults who come to the reception (these will NOT be Room Leaders) 
· will ring the police  
· will ask Room Leaders to check children against their the registers 
· will advise the kitchen staff and any other adults that they see that we have a code red
· will stay in the office to support the Head or Deputy (in the Head’s absence) 
HEAD OR DEPUTY HEAD (in the Head’s absence):  
· will notify the Board of Directors in order to implement the Critical Incident Policy
· (Tel: Viv Rowell (01223) 526008 or 07742178412.)
· will ‘phone the Media can contact the Ofsted press office on 03000 130 415 between 8.30am and 6.00pm Monday to Friday. Alternatively you can email your
· enquiry to pressenquiries@ofsted.gov.uk. Out of these hours, during evenings and weekends, the duty press officer can be reached on 07919 057 359 
· will monitor and manage the situation centrally so that any gaps identified in the process are closed  
· will agree steps to be taken if any children are found to be missing at registration  
· will assign an member of staff to verify that all staff who should be on site are on site 

 CODE RED – an intruder or other risk to Children and Adults while outside

DESIGNATED ADULT 1/ ROOM LEADERS (will be provided with a card with this information on it)  
· will go lock their room external doors 

· will ensure all children who may be in the toilets will be accompanied back to  their rooms via the internal doors 
· will ask any pupils in these rooms who may be doing jobs to go back to their own rooms (walking inside the nursery and not by going outside) 

· if it has not been able to locate any of the room leaders, this designated person must alert second room staff they can act as the room leader in room in the short term 

· will remind all adults in room that the code red procedure is found by the fire door 

· will cover any room where an adult may not be present  

· If this is the case, will refer to the code red  notes provided by the fire door  

DESIGNATED ADULT 2 / SENIOR PRACTICITIONER (will be provided with a card with this information on it)  
· will put a code red sign on the room door  

· if it has not been able to locate any of the room leaders, this designated person must alert second room staff they can act as the room leader in room in the short term 

· will remind all adults in room that the code red procedure is found by the fire door 

 OTHER ADULTS IN ROOMS 
· will go to their rooms immediately and open the fire doors ONLY when the children arrive at the door  

· will shut the fire door immediately that all pupils have entered the room  

· will close all blinds (except the one on the fire door in case there are any late comers)  

· will take the register immediately  

· will close the blind to the fire door if all children are accounted for  

· will advise the Reception staff as a matter of urgency if any child is unaccounted for   
· will calm the children and await further instructions  

NB. THE CHILDREN WILL BE ASKED TO GO BACK INTO THE BUILDING VIA 
THEIR ROOM FIRE DOOR SUPPORTED BY THE ADULTS.  A DECISION ON THE ROUTES THAT THE CHILDREN WILL TAKE TO GET BACK INTO THE NURSERY WILL DEPEND ON SITUATION AT HAND. 
CODE RED – an intruder or other risk to Children and Adults while outside
 In the event of an emergency during outside play:  
THE ADULT WHO HAS BECOME AWARE OF A RISK  
· will start blowing their whistle immediately in broken bursts and will signal to another adult to continue this  
· the children should have started making their way into nursery via fire doors at this point
· the adult will send another to go to the reception immediately to advise that a code red situation is occurring outside and that the children and adults are at risk 
· reception will go into the staff room to advise of the potential code red  
· staff in reception area/ staffroom will  to go back to their rooms. 
· will identify two adults who are NOT room leaders to go to the office immediately to act as designated adults (see next two pages) 
· will go to find the Head or Deputy (in Head’s absence) to advise of the situation that is unfolding if they are not already aware of it 
CODE RED – an intruder or other risk to Children and Adults while outside

RECEPTION (OR OTHER ADULT IN RECEPTION STAFF ABSENCE) 
· will check if anyone is in the toilet and inform them of code red
· will get out the code red packs for the two designated adults  
· will pass the laminated sheets to the two designated adults who come to the reception (these will NOT be room leaders) 
· will ring the police  
· will ask Room Leaders to check children against their the registers 
· will advise the Kitchen Staff and any other adults that they see that we have a code red
· will stay in the office to support the Head or Deputy (in the Head’s absence) 

CODE RED – an intruder or other risk to Children and Adults while outside
HEAD OR DEPUTY HEAD (in the Head’s absence):  
· will notify the Board of Directors in order to implement the Critical Incident Policy (Tel: Viv Rowell (01223) 526008 or 07742178412)
· will ‘phone the Media can contact the Ofsted press office on 03000 130 415 between 8.30am and 6.00pm Monday to Friday. Alternatively you can email your
· enquiry to pressenquiries@ofsted.gov.uk. Out of these hours, during evenings and weekends, the duty press officer can be reached on 07919 057 359 
· will monitor and manage the situation centrally so that any gaps identified in the process are closed  
· will agree steps to be taken if any children are found to be missing at registration  
· will assign an member of staff to verify that all staff who should be on site are on site 

 DESIGNATED ADULT 1/ ROOM LEADERS (will be provided with a card with this information on it)  
· will go lock their room external doors 

· will ensure all children who may be in the toilets will be accompanied back to  their rooms via the internal doors 
· will ask any pupils in these rooms who may be doing jobs to go back to their own rooms (walking inside the nursery and not by going outside) 

· if it has not been able to locate any of the Room Leaders, this designated person must alert second room staff they can act as the room leader in room in the short term 

· will remind all adults in room that the code red procedure is found by the fire door 

· will cover any room where an adult may not be present  

· If this is the case, will refer to the code red  notes provided by the fire door  

CODE RED – an intruder or other risk to Children and Adults while outside

INSTRUCTIONS FOR ROOM LEADERS AND OTHER ADULTS IN ROOMS  
· Go to your rooms immediately  
· Open the fire doors ONLY when the children arrive at the door  

DESIGNATED ADULT 2 / SENIOR PRACTICITIONER (will be provided with a card with this information on it)  
· will put a code red sign on the room door  

· if it has not been able to locate any of the room leaders, this designated person

· second room staff act as the room leader in room in the short term 

· will remind all adults in room that the code red procedure is found by the fire door. 
CODE RED – an intruder or other risk to Children and Adults while outside

OTHER ADULTS IN ROOMS 
· will go to their rooms immediately and open the fire doors ONLY when the children arrive at the door  

· will shut the fire door immediately that all pupils have entered the room  

· will close all blinds (except the one on the fire door in case there are any late comers)  

· will take the register immediately  

· will close the blind to the fire door if all children are accounted for  

· will advise the Reception staff as a matter of urgency if any child is unaccounted for   
· will calm the children and await further instructions  
Notice for staff room to be placed on door
WE HAVE A CODE RED EMERGENCY!
Please go to the room where you are expected to be next!
N:Policies >Policies 2016 new Dec 2016 pls use> Health and Safety >Fire prevention and procedure in the event of a Fire/ Critical Incident 6th April 2017

N:Policies >Policies 2016 new Dec 2016 pls use> Health and Safety >Fire prevention and procedure in the event of a Fire/ Critical Incident 6th April 2017


